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Welcome to Gilmer County Government! We are delighted that you have chosen to join us and hope 
that you will enjoy a long and successful career with us.  

You are joining an organization that has a reputation for outstanding leadership, volunteerism, safety 
and commitment to our community. Our employees use their creativity and talent to invent new 
solutions, meet new demands, and offer the most effective services to the residents of  Gilmer 
County. With your active involvement, creativity, and support, Gilmer County will continue to 
achieve its goals. We sincerely hope you will take pride in being an important part of  Gilmer 
County's success.  

Please take time to review the policies contained in this handbook. If  you have questions, feel free to 
ask your supervisor or to contact the Human Resources Department. 

  
GILMER COUNTY GOVERNMENT 

HUMAN RESOURCES POLICIES AND PROCEDURES 

These Policies and Procedures represent the personnel policies of  the Gilmer County Government.  
The primary goal of  the County is to provide the community and its citizen’s efficient, effective and 
responsive service while ensuring the prudent use of  public funds. 

The County’s Human Resources Policies and Procedures are based on sound best practices and 
guiding principles that apply to all departments of  the County including departments headed by an 
Elected Official.  These Policies and Procedures are subject to change by the Gilmer County Board 
of  Commissioners as circumstances may warrant.  These Policies and Procedures do not in any way 
imply an employment contract, but are simply an attempt to describe the methods and procedures 
normally used by Gilmer County in relating to employee related activities. 

The Board of  Commissioners, the Elected Officials, all Department Heads, and each employee have 
an important role in making the County effective, efficient, safe and responsive.  It is the 
responsibility of  the County to investigate any violation of  this handbook brought to its attention.  
All County employees have a duty to report any activities that may need investigating and to be 
truthful and cooperative during all investigations.  All employees within Gilmer County have a 
responsibility to understand and promote County policies.  Always set a positive example through 
your own ethical behavior. 
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OPEN DOOR POLICY  

Gilmer County strives to provide its employees with an excellent work environment. Although most 
problems may and should be resolved in discussion with employees and their immediate supervisor, 
it is Gilmer County’s policy that Gilmer County employees may speak with their supervisors, follow 
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the chain of  command and any Human Resources Representative with concerns, complaints, or 
suggestions at any time. The purpose of  this “open door” policy is to encourage open 
communication, feedback, and discussion of  any matter of  importance to our employees. The  

Human Resources staff  is dedicated to listening to employee concerns, investigating facts and 
circumstances surrounding a situation, and assisting employees and their managers with a solution 
that is acceptable to all parties. Where appropriate, another staff  member may be assigned to address 
the issue brought to the attention of  the Human Resources Department.  

While employees of  Constitutional Officers and independent elected officials are not covered under 
this Policies and Procedures Manual, unless such officers or officials in accordance with this Manual 
have opted in to coverage for their employees, they are covered by all applicable federal and state 
laws, including those governing equal opportunity and non-discrimination. If  applicants or 
employees of  Constitutional Officers or independent elected officials desire to determine whether a 
particular officer or official has opted in to coverage under this Manual, they may do so by 
contacting the Board of  Commissioner’s Human Resources Director. 

  

MISSION STATEMENT 

The mission of  Gilmer County Government is to cooperatively support and maintain a community 
which is safe and healthy, convenient and pleasant to live in, with educational, recreational, cultural 
and economic opportunities for all.   

VISION STATEMENT 

To provide responsive and innovative services, guided by integrity, professionalism, and compassion 
to the citizens of  Gilmer County that enhance equality of  life, and a sense of  community. 

Our Guiding Principles 
• Respect. We have respect for our community, our clients, each other, and ourselves. 
• Teamwork. We accomplish our work through teamwork throughout the County. 
• Customer-Oriented Service. We provide excellent customer-oriented, culturally competent 

service both internally and externally. 
• Honesty and Integrity.  We practice honesty and integrity at all levels in the County. 
• Personal Accountability.  We are personally accountable at all levels of  the County. 
• Community Engagement.   We will continuously seek input from the community on 

priorities, goals and objectives. 
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A BRIEF HISTORY OF GILMER COUNTY 

Gilmer County is a county located in the north central portion of  the U.S. state of  Georgia. As of  
the 2010 census, the population was 33,292. The county seat is Ellijay. The county was created on 
December 3, 1832 and was named for George Rockingham Gilmer.  Gilmer County is home of  the 
Apple Festival, a yearly event held in mid-October.  Gilmer County is governed by a three-member 
Board of  Commissioners. The current board Chairman is Charlie Paris. The Post 1 Commissioner is 
Dallas Miller and the Post 2 Commissioner is Karleen Ferguson. Other current elected officials 
include: Sheriff, Stacy Nicholson; Probate Judge, Scott Chastain; Magistrate Judge, Roger Kincaid; 
Clerk of  Court, Glenda Sue Johnson; Tax Commissioner, Rebecca Marshall; Coroner, Jerry Hensley.  

  

EQUAL OPPORTUNITY AND COMMITMENT TO DIVERSITY 
Gilmer County provides equal employment opportunities to all employees and applicants for 
employment without regard to race, color, ancestry, national origin, gender, sexual orientation, 
marital status, religion, age, disability, gender identity, results of  genetic testing, or service in the 
military. Equal employment opportunity applies to all terms and conditions of  employment, 
including hiring, placement, promotion, termination, layoff, recall, transfer, leave of  absence, 
compensation, and training. 

Gilmer County expressly prohibits any form of  unlawful employee harassment or discrimination 
based on any of  the characteristics mentioned above. Improper interference with the ability of  other 
employees to perform their expected job duties is absolutely not tolerated.  

REMEMBER: It is the duty of  every employee to report any harassment, retaliation, or other 
discriminatory treatment.  Each employee is expected to respect others and act professionally at 
work. 

Americans with Disabilities Act (ADA) and Reasonable Accommodation 
To ensure equal employment opportunities to qualified individuals with a disability, Gilmer County 
will make reasonable accommodations for the known disability of  an otherwise qualified individual, 
unless undue hardship on the operation of  the County would result. 

Employees who may require a reasonable accommodation should contact the Human Resources 
Department. 

Commitment to Diversity 
Gilmer County is committed to creating and maintaining a workplace in which all employees have an 
opportunity to participate and contribute to the success of  the County and are valued for their skills, 
experience, and unique perspectives. This commitment is embodied in County policy and the way we 
do business at Gilmer County and is an important principle of  sound County management. 

ETHICS  

  5
Approved:              Effective: 06/01/2017 
Updated:             Effective:  07/19/2019 



Gilmer County and its employees are committed to conducting all County affairs and dealings in 
accordance with the law and in keeping with its moral and ethical standards. Gilmer County also 
wants to set an example and encourage those with whom it deals to do the same. Such general 
principles guide Gilmer County and all of  its employees in every transaction and relationship. 

  

ORIENTATION 

Gilmer County believes that new employees are in need of  basic information and guidance when 
they first become a part of  the organization. Gilmer County ensures that all new employees are 
properly introduced to their manager(s) and co-workers, their job duties and responsibilities, and the 
policies and practices of  Gilmer County. The local Human Resources department conducts an 
orientation session that introduces the new employee to the culture of  Gilmer County and gives an 
overview of  the entire County. In addition, when appropriate, orientation provides an overview of  
the computer network and voice systems most used within Gilmer County.  

   

INTRODUCTORY PERIOD 

It is the goal of  Gilmer County to create a positive experience for new employees.  Both Gilmer 
County and new employees need time to determine if  the selection process has resulted in a good 
fit.  Therefore, all appointments to full-time and part-time positions are for an introductory period 
of  three months.  Three (3) months or more of  “service” time determines appeal rights.  
Department Managers are responsible for the new employee’s 30-60-90 day evaluations to determine 
whether an introductory employee is working proficiently or should be dismissed from County 
employment.  The Department Manager(s) have the discretion in conjunction with the Human 
Resources Director to extend the introductory period for extenuating circumstances in which case 
the employee will be notified.  Employees are notified of  their introductory period when they are 
hired and receive this handbook, signing the acknowledgement of  receipt.  An employee who is 
dismissed during the introductory period may not appeal the decision. 

EMPLOYMENT CLASSIFICATION 
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In order to determine eligibility for benefits and overtime status and to ensure compliance with 
federal and state laws and regulations, Gilmer County classifies its employees as shown below. 
Gilmer County may review or change employee classifications at any time. 

Exempt. Exempt employees are paid on a salaried basis and are not eligible to receive overtime pay. 

Nonexempt. Nonexempt employees are paid on an hourly basis and are eligible to receive overtime 
pay for overtime hours worked. 

Regular, Full-Time. Employees who are not in a seasonal part-time or part-time PRN status and 
work a minimum of  40 hours weekly and maintain continuous employment status. Generally, these 
employees are eligible for the full-time benefits package and are subject to the terms, conditions, and 
limitations of  each benefits program.  

Regular, Part-Time. Employees who are non-exempt, not in a seasonal part-time, regular part-time 
or part-time PRN status, and who are regularly scheduled to work fewer than 30 hours weekly and 
who maintain continuous employment status.  

Part-Time PRN.  Employees in PRN are non-exempt positions scheduled “as needed” on an 
occasional basis by a department supervisor/manager.  Generally, this position is used as a 
temporary fill-in for open shifts or special projects.  Any PRN employee who has not worked for 
one full calendar year will be removed from payroll. 

Seasonal, Part-Time. Employees who are hired as interim replacements to temporarily supplement 
the workforce or to assist in the completion of  a specific project and who are temporarily scheduled 
to work fewer than 40 hours weekly for a limited duration. Employment beyond any initially stated 
period does not in any way imply a change in employment status. 

Work Week and Hours of  Work 
The standard workweek is from Monday 12:00 a.m. until Sunday 11:59 p.m. Individual work 
schedules vary depending on the needs of  each department.  

Meal and Rest Breaks 
Nonexempt employees are entitled to an unpaid meal break each day. If  a nonexempt employee is 
required to work through a meal break, he or she will be paid for the time worked. Meal and rest 
breaks will be scheduled by the department supervisor or manager.  

CALL IN PAY 

The supervisor will be responsible for determining whether there is a need for additional non-
exempt employee assistance for a particular call, and for securing that assistance. However, the 
supervisor is not permitted to impose his/her requirement to be called in to other employees of  
his/her crew. Call in pay is for non-exempt hourly employees only and is only paid when called in 
after the employee’s regular hours. 
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As for compensation for call in time, the non-exempt employee will be paid their regular hourly rate 
for a minimum of  two hours for each day on which he/she is called in regardless of  whether or not 
the call in took 2 hours.  The rate of  pay for call in time will be at the employee’s regular rate of  pay 
and will count towards their minimum hours for overtime purposes.  Employees who have not met 
the threshold for required overtime shall be paid regular rate until he/she meets the required 
threshold.  

  
TIME RECORDS  

All employees are required to complete accurate weekly timesheets showing all time actually worked 
and time off  including leave time. These records are required by governmental regulations and are 
used to calculate regular and overtime pay and to log sick or vacation time used. At the end of  each 
week, the employee and his or her supervisor must sign the time sheet attesting to its correctness 
before forwarding it to the Payroll department.  Employees who do not turn in a timesheet on time 
will not be paid until the next pay period.  The standard cut off  is 11:00am on the Monday prior to 
the Friday pay date.  This can change when payday falls on a holiday. 

Under no circumstances may an hourly employee donate work time to the county. 

OVERTIME 

When required, due to the needs of  the County, you may be asked to work overtime.  Nonexempt 
employees will be paid time and one half  their regular rate of  pay for all overtime hours actually 
worked in a workweek. Paid leave, such as holiday, vacation, sick, bereavement time, and jury duty 
does not apply toward work time for overtime purposes. All overtime work must be approved in 
advance by a supervisor or manager.  

PAYCHECKS 

Gilmer County’s pay period for all employees is biweekly on Friday. If  pay day falls on a federal 
holiday, employees will receive their paycheck on the preceding workday. We offer direct deposit or 
live checks. 

FALSIFICATION OF RECORDS/DOCUMENTS 

Falsifying records includes, but is not limited to, payroll records, time sheets, time cards, employment 
application, medical assessment/history form, financial records, or investigative documents.  
Falsification of  these documents is grounds for immediate termination of  employment. 

Applicants: When it is determined that an individual seeking employment with the County has 
provided false information on their application for employment, that person will be disqualified for 
consideration. 
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Current Employees: When it is determined that an individual already on the County payroll has 
provided false information, the employee will be subject to disciplinary action, up to and including 
immediate termination of  employment. 

  
ATTENDANCE POLICY 

All employees are expected to arrive on time, ready to work, every day they are scheduled to work.  

If  unable to arrive at work on time, or if  an employee will be absent for an entire day, the employee 
must contact the supervisor prior to shift start or as soon as practicable. Voice mail and e-mail 
messages are not acceptable except in certain emergency circumstances. If  a voice mail or email is 
left due to an emergency, an in person phone call must follow as soon as possible. 

• Excessive absenteeism or tardiness will result in discipline up to and including termination.  
• Failure to show up or call in for a scheduled shift without prior approval may result in 

disciplinary action.  
• If  an employee fails to report to work or call in to inform the supervisor of  the absence for 

3 consecutive days or more, the employee will be considered to have voluntarily resigned 
employment.   

• Likewise, 3 or more unexcused absences within a one year period which are not FMLA/
ADA protected will be subject to disciplinary action or termination.   

• Unexcused absences roll off  after one year from the date the absence occurred.  The County 
reserves the right to discipline or terminate an employee for unexcused absence patterning 
(i.e. Monday/Friday absences). 

DRESS AND GROOMING 

Gilmer County provides a casual yet professional work environment for its employees. Even though 
the dress code is casual which includes jeans (without rips or holes), it is important to project a 
professional image to our customers, visitors, and coworkers. All employees are expected to dress in 
a manner consistent with their job, good hygiene, safety, and good taste. Please use common sense.  

SMOKE-FREE WORKPLACE 

Smoking is not allowed in County buildings or work areas at any time. “Smoking” includes the use 
of  any tobacco products, electronic smoking devices, and e-cigarettes containing nicotine cartridges. 
Smoking is only permitted during break times in designated outdoor areas. Employees using these 
areas are expected to dispose of  any smoking debris safely and properly.  
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JOB OPENINGS 

Job openings will be posted on the Gilmer County website at:  www.gilmercounty-ga.gov. Please 
check this website for opportunities.   

Internal Applicants - Current employees interested in applying for an internal vacancy will be 
required to complete an “Internal Job Vacancy Application” (available in the Human Resources 
Department) and submit to Human Resources for consideration.  Internal applicants must (1) have 
been employed for at least 4  months, (2) have been in their current position for at least 4 months, 
(3) have maintained satisfactory performance in their current position, (4) have not had any 
disciplinary action in the past year.  Incomplete applications will not be considered.   

NEPOTISM/EMPLOYMENT OF RELATIVES OR FRIENDS 

Definitions: For the purposes of  this policy, the term “Relative” shall mean wife, husband, mother, 
father, daughter, son, sister, brother, granddaughter, grandson, grandmother, grandfather, aunt, 
uncle, nephew, niece, or cousins of  the first generation. Also included are the step, half, adopted and 
in-law relationships as appropriate based on the above listing, as well as others living within the same 
household, co-parenting a child, or otherwise so closely identified with each other as to suggest a 
family relationship. Definitions: For the purposes of  this policy, the term “Friend” a person whom 
one knows and with whom one has a bond of  mutual affection. 

The term “supervisory responsibility” shall include, but is not limited to, making decisions about 
work assignments, compensation, employment status, or evaluation of  performance. 

Employment in Same Department Prohibited for Relatives or Friends: shall not be employed 
in the same department if  such employment will result in an employee directly or indirectly 
supervising, or having supervisory control, over a relative.  The Chairman may approve the 
employment of  relatives or friend in the same department where such employment relationship has 
no potential to create a violation of  the aforementioned supervisory control relationship.  Any such 
approval shall be issued by the Chairman in writing and copies shall be placed in each employee’s 
personnel file.  Any such approval may be revoked at any time by the Chairman.  Employees 
applying for internal job vacancies shall report any relationship(s) which may be in violation of  this 
policy if  they were to be selected for another position within the County. 

Employment Prohibited for Relatives of  Certain Employees: The County shall not at any time 
employ a relative of  a Department Head or Elected Official if  such employment is within the same 
department. 
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JOB PERFORMANCE 

Communication between employees and supervisors or managers is very important. Discussions 
regarding job performance are ongoing and often informal. Employees should initiate conversations 
with their supervisors if  they feel additional ongoing feedback is needed. 

Generally, formal performance reviews are conducted annually. These reviews include a written 
performance appraisal and discussion between the employee and the supervisor about job 
performance and expectations for the coming year. 

PERFORMANCE APPRAISALS 

The purpose of  the performance appraisal system is to provide a formal means of  communicating 
information to the employee concerning their work related strengths and developmental 
opportunities.  A performance appraisal will be used as a factor in determining promotions and 
corrective actions to include performance improvement plans.  New employees and employees who 
transfer to a new position after the start date or date of  the job change are evaluated at 30, 60 and 
90 days.  Once employees pass their introductory period they are evaluated in October for the 
period of  August 1 of  the previous year to September 30 of  the current year. Each time a 
performance review session is conducted, the appraising supervisor will hold a private session with 
the employee to explain the assessment.   

CONFIDENTIALITY POLICY 

Many employees work with information, processes, or data that must be kept confidential in order 
to protect the interest of  the County, its clients, program participants and employees.  Information 
regarding applicants, clients, program participants or employees shall not be divulged to anyone 
other than persons who have a legitimate need to know.  Departmental Management is responsible 
for identifying confidential information used within their departments and for assuring proper 
handling of  confidential records or information.  When in doubt as to whether certain information 
is or is not confidential, no disclosure shall be provided without first obtaining management 
approval.  This policy extends to both external and internal disclosures. 

Confidential information obtained as a result of  employment with the County is not to be used by 
an employee for the purpose of  furthering any private interest, or as a means of  making personal 
gains.  Inappropriate use or disclosure of  such information can result in civil or criminal penalties, 
both for the individuals and the County.  Thus, employees who violate this policy may be subject to 
disciplinary action up to and including termination. 

Programs administered within an employee’s particular department may stipulate additional 
confidentiality guidelines and requirements.  Respective Managers shall be responsible for informing 
their employees of  these additional guidelines. 

  11
Approved:              Effective: 06/01/2017 
Updated:             Effective:  07/19/2019 



PROGRESSIVE DISCIPLINARY/PERFORMANCE IMPROVEMENT 
POLICY 

The purpose of  disciplinary action is to give employees the opportunity to correct unacceptable 
performance or behavior unless an employee’s offense is of  such a serious nature as to warrant 
dismissal from employment without prior warning(s).  Any disciplinary action taken since an 
employee’s last performance appraisal will be considered in the employee’s next performance 
appraisal.  Gilmer County reserves the right to combine or skip steps in this process depending on 
the facts of  each situation and the nature of  the offense.  The level of  disciplinary intervention may 
also vary.  Some of  the factors that will be considered are whether the offense is repeated despite 
coaching, counseling and training; the employee’s work record; and the impact of  the conduct and 
performance issues on the County.   

As soon as performance or conduct deficiencies occur, supervisors are encouraged to counsel or 
give feedback to employees.  If  one or more coaching conversations fail to resolve the problem, 
supervisors should proceed to the following disciplinary measures: 

Verbal Warning:  A supervisor has an oral conversation with an employee about a deficiency. A 
written record of  discussion is placed in the employee’s departmental file for future reference.  
Employee is asked to initial the written record. 

Written Warning:  A written warning is to be used for a first instance of  a serious failure in job 
performance or personal conduct/behavior, or when coaching, counseling and/or verbal warning(s) 
have failed to resolve a particular issue.   

An employee may receive one or more written warnings for the same issue or deficiency, as the 
supervisor deems appropriate.  Failure to show immediate and sustained improvement in the area(s) 
noted in a written warning will result in further disciplinary action including termination of  
employment. 

Final Written Warning:  A final written warning is given based on subsequent issues arising from a 
written warning(s) and is the employee’s final chance to improve/correct the performance or 
conduct/behavior deficiency. 

Termination: Termination from employment will result when an employee fails to demonstrate 
improvement in deficient areas despite written warning(s) as noted above or when an employee 
engages in misconduct or violation of  policy which is so serious as to warrant immediate dismissal 
without progressive discipline.  Examples would include, but not limited to, engaging in criminal 
action in the workplace, gross insubordination, or theft of  County property. 

Examples of  Offenses (this list is not all inclusive): 

1. Failure to work assigned hours, including overtime, and including working overtime without       
permission of  the supervisor or manager  

2. Taking more than the specified time for meal or rest periods  
3. Chronic tardiness or absenteeism 
4. Absence without permission or leave (unexcused absences)- Improper call-in 
5. Quitting work, wasting time, loitering or leaving assigned work area without permission  
6. Disregarding job duties as evidenced by neglect of  work during working hours  
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7. In continuous operations, leaving the work post at the end of  the scheduled shift with no 
relief  available 

8. Failure to meet required standards of  productivity or quality  
9. Continual careless mistakes  
10. Violation of  a safety rule or practice  
11. Failure to report an accident or injury incurred on the job, or falsely reporting an on-the-job 

accident 
12. Engaging in horseplay or other malicious mischief, catcalling, harassment or other disorderly 

conduct on the job  
13. Creating or contributing to unsafe or unsanitary conditions on the job  
14. Use or possession of  another employee's tools or equipment without that employee's 

consent  
15. Interference with or disruption of  another employee's performance of  their job duties  
16. Discourteous treatment of  the public, visitors, or other employees  
17. Failure to follow any internal or departmental policies and procedures  
18. Failure to cooperate in any way in an administrative investigation conducted by any 

department, elected official, or by the Gilmer County Attorney or his/her designee. This 
includes, but is not limited to, providing false or incomplete information, withholding 
information, failure to be available for an interview, refusal to be interviewed, failure to 
maintain confidentiality when instructed, and any conduct that hinders or interferes with the 
investigation 

19. Violation of  computer usage, social media, or email, internet usage policy  
20. Job-related careless mistakes to include; poor work quality, quantity, damaging material, parts 

or equipment   
21. Threatening, intimidating, coercing or using abusive language toward fellow employees,      

supervisors, or the public  
22. Sleeping during working hours unless otherwise provided for certain jobs, and with 

permission of  the supervisor  
23. Consumption or possession of  alcohol or other intoxicants on the job  
24. Leaving the job during regular work hours without permission  
25. Careless mistakes that affect the safety of  Gilmer County personnel or bystanders  
26. Vending, commercial soliciting, or engaging in for-profit activities  
27. Any unethical act.  
28. Creating or causing unrest, division or collusion among employees; having or promoting a 

negative attitude that tends to undermine the mission or goals of  an office or department. 
29. Violation of  computer usage, social media or telephone usage policy for malicious or 

fraudulent purpose  
30. Wanton and willful neglect in performance of  assigned duties  
31. Deliberate misuse, destruction, damage, sabotage or pilferage of  Gilmer County property or 

property of  an employee or citizen  
32. Falsification of  Human Resources or any Gilmer County records including, but not limited 

to, employment applications, accident records, purchase orders, time records, work records, 
expense reimbursement requisitions and administrative records  

33. Sexual, race, gender, or other harassment in violation of  Gilmer County’s harassment 
policies  

34. Making false claims or misrepresentations in an attempt to obtain sickness or accident 
benefits, worker's compensation benefits, or unemployment compensation benefits  
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35. Insubordination through discourtesy, including, but not limited to, the use of  abusive 
language to anyone with whom employee may have contact on the job, including citizens, 
vendors, other employees, or management employees  

36. Insubordination through the refusal to perform work assigned or to comply with written or 
verbal instructions of  the supervisor or Gilmer County officer  

37. Unauthorized possession of  any weapon, firearm, or explosive on the job (possession of  
explosive must be job-related and authorized by the County Commission or the supervising 
Gilmer County officer)  

38. Theft, attempted theft, or unauthorized removal of  property or money belonging to Gilmer 
County, a co-worker, or a citizen  

39. The use, possession or sale of  any illegal drugs or hallucinogens while on the job or on 
Gilmer County property  

40. Habitual inefficiency, incompetence, or inadequate performance  
41. Use or attempted use of  political influence or bribery to secure an advantage in any matter  
42. Concerted curtailment or restriction of  production or interference with work in or about 

Gilmer County work stations, including, but not limited to, leading or participating in any 
walkout, strike, slowdown, or other work stoppage or refusal to return to work when 
scheduled  

43. Fraud in securing employment  
44. Conviction of  a felony or misdemeanor offense that would adversely affect performance of  

duties; conviction of  a crime of  moral turpitude; or a plea of  guilty or nolo contendere (no 
contest) to any of  the above  

45. Reporting to work under the influence of  any intoxicant or in an impaired state  
46. Provoking or instigating a fight on the job, fighting at any time on Gilmer County property, 

or actions which result in bodily harm to others while on the job  
47. Bullying  
48. Aiding or abetting the commission of  a fraudulent act by another employee 

It is the policy of  Gilmer County to make certain to the fullest extent possible that each employee 
and all citizens conducting business with Gilmer County at public buildings and facilities is provided 
with a safe environment which is free from violence or anti-social conduct. In order to achieve this 
goal, Gilmer County operates under a policy of  zero tolerance for violence or any conduct which 
threatens the safety or well-being of  its employees and visitors to its facilities. Accordingly, the 
following acts will result in termination of  employment:  

1. Breaches of  any security procedure implemented by Gilmer County or any official or 
employee under its authority;  

2. Divulging information which threatens the security of  Gilmer County personnel or 
property;  

3. Sabotage of  any property or equipment of  Gilmer County through intentional misconduct 
or gross negligence;  

4. Committing or threatening to commit an act of  violence against any employee, supervisor, 
elected official, appointed official, or any other agent of  Gilmer County;  

5. Sexual or racial harassment of  an employee or citizen conducting business with Gilmer 
County;  

6. Reporting to work in possession of  or under the influence of  intoxicants;  
7. Intentionally discriminating against an applicant or employee in the terms or conditions of  

his/her employment or harassing a person on the basis of  race, handicap, age, national 
origin, genetic information, or sexual orientation;  
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8. Retaliation against an employee for exercising rights under these policies or any state or 
federal law; making a charge, testifying, assisting, or participating in a proceeding or 
investigation; or engaging in any action which dissuades a reasonable employee from making 
or supporting a charge of  discrimination. 

Performance Improvement Plan (PIP) 

A Performance Improvement Plan is not considered a step in the disciplinary process.  An employee 
may be placed on a Performance Improvement Plan whenever an employee has been involved in a 
disciplinary situation that may be readily resolved or when additional coaching will assist an 
employee to perform assigned work responsibilities efficiently. 

A Performance Improvement Plan will last for a predetermined amount of  time not to exceed 120 
days.  Within this time period, the employee must demonstrate a willingness and ability to meet and 
maintain the conduct and/or work requirements as specified by the supervisor and the County.  At 
the end of  the performance improvement period, the Performance Improvement Plan may be 
closed or the next appropriate action may be taken.  There is no right to appeal placement on a 
Performance Improvement Plan.  Failure to sign a Performance Improvement Plan will result in it 
being null and void along with the employee being subject to the disciplinary action steps laid out 
above. 

Right to Appeal 

Employees may appeal any suspension, demotion, or dismissal.  To appeal such a decision, 
the employee must notify the Human Resources Director in writing within 10 calendar days 
of  the date of  the decision. The Human Resources Director will conduct a meeting with the 
employee and consider response to the proposed adverse action within 10 working days of  
receipt of  the employee’s request for such hearing. Hearing is scheduled on HR’s availability. 
During hearing, no audio recording is allowed in accordance with county policy.  The county 
is authorized to have a note/minutes taker in the room during the hearing.  If  the employee 
desires to have the hearing recorded, the only authorized method is by a court certified 
stenographer at his/her own cost. If  an attorney is present to represent the employee, the 
attorney is not allowed to be present in the room during the hearing.  Final notice of  action 
will be communicated to the appealing party within ten 10 working days after the hearing.   
A copy of  the notes taken by the county can be provided to the employee by written request.  
This will be available no earlier than 4 business days after the hearing date. A copy of  the 
notes taken by the county can be provided to the employee by written request.  This will be 
available no earlier than 4 business days after the hearing date. Employees in their 
introductory period are not included in this appeal process. 

Name Clearing Hearings 

When an adverse employment action implicates an employee’s liberty interests, an employee has a 
right to request a name-clearing hearing.  Name clearing hearings have no bearing on the 
employment action taken.  

GRIEVANCE POLICY 
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Grievances can arise in any job situation.  It is Gilmer County’s philosophy that grievances can best 
be resolved by free and open discussion (see “Open Door Policy”).  The County Grievance 
procedure is designed to promote such discussion along with an orderly resolution to the problem.  
It is the County’s desire to address employee grievances promptly and fairly.   

Except as specified under the Exceptions to Grievance Procedure section, any employee who has a 
grievance concerning his or her job, working conditions or County policies may use the following 
grievance procedure. 

Employees are expected to continue to perform their jobs as directed by their supervisors until their 
grievance is resolved. 

For purposes of  the Grievance Procedures, a mere disagreement or difference of  opinion with a 
supervisor or another employee, including disagreement with a performance appraisal, a written 
warning or a position classification decision, is ordinarily not a grievance issue (see non-addressed 
issues section of  this handbook). 

Step 1 
Employees should first discuss the problem with their immediate supervisor.  Many concerns can be 
resolved at this level.  An employee must put the complaint in writing. 

Step 2 
If  a satisfactory solution is not reached in Step 1, employees may request an appointment and meet 
with their Chairman, Board or Elected Official whichever applies.  If  a satisfactory solution is 
reached, the matter may be considered resolved. 

Step 3 
If  the matter cannot be satisfactorily resolved via Step 2 an employee may then request an 
appointment to discuss the matter with the Human Resources Director.  The Human Resources 
Director will investigate the matter and report the findings to the employee and the employees’ 
Department Head, Elected Official or Board. 

Step 4 
After meeting with the Human Resources Director and an investigation conducted with findings 
submitted to the employee’s Department Head, Elected Official or Board, whatever decision is 
made is final. 

Non-addressed Issues  

The following issues are not covered by this procedure, and are not subject to the filing of  any 
employee grievance:  

1. Issues which are pending or have been concluded by other administrative or judicial 
procedures;  
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2. Work assignments which do not result in a demotion or salary reduction unless the 
complainant alleges unlawful discrimination in the making of  such assignment;  

3. Budget allocations and expectations in organizational structure, including the person or 
number of  persons assigned to particular jobs or units;  

4. The content or rating of  a performance appraisal except when the employee alleges unlawful 
discrimination in the making of  the appraisal;  

5. The selection of  an individual by the Board of  Commissioner’s Chairman, Elected Official, 
or Board to fill a position through appointment, promotion or transfer except when the 
employee alleges that the appointment, promotion or transfer was characterized by unlawful 
discrimination;  

6. Any matter which is not within the jurisdiction or control of  the appointing authority;  
7. Internal security practices established by the appointing authority or the Board of  

Commissioner’s Chairman, Elected Official and/or Board;  
8. Decisions, policies, practices, resolutions or ordinances made or passed by the County 

Commission or the appointing authority which are not job or work related and which do not 
contradict these policies;  

9. An adverse action against the employee where the disciplinary action is limited solely to an 
oral or written warning;  

10. Pay for a job or job classification. 

Exceptions to the Grievance Procedure 

If  an employee feels a problem is of  a highly sensitive nature (e.g., sexual harassment, 
discrimination, or an accommodation for a disability), an employee may submit a written description 
of  the situation to the Human Resources Director.  The Human Resources Director will notify the 
employee of  the appropriate procedures to follow.   

HARASSMENT PREVENTION AND COMPLAINT PROCEDURE 

It is Gilmer County’s policy to provide a work environment free of  sexual and other harassment. To 
that end, harassment of  Gilmer County’s employees by management, supervisors, coworkers, or 
nonemployees who are in the workplace is absolutely prohibited. Further, any retaliation against an 
individual who has complained about sexual or other harassment or retaliation against individuals 
for cooperating with an investigation of  a harassment complaint is similarly unlawful and will not be 
tolerated. Gilmer County will take all steps necessary to prevent and eliminate unlawful harassment. 

Definition of  Unlawful Harassment. “Unlawful harassment” is conduct that has the purpose or 
effect of  creating an intimidating, hostile, or offensive work environment; has the purpose or effect 
of  substantially and unreasonably interfering with an individual’s work performance; or otherwise 
adversely affects an individual’s employment opportunities because of  the individual’s membership 
in a protected class. 

Unlawful harassment includes, but is not limited to, epithets; slurs; jokes; pranks; innuendo; 
comments; written or graphic material; stereotyping; or other threatening, hostile, or intimidating 
acts based on race, color, ancestry, national origin, gender, sex, sexual orientation, marital status, 
religion, age, disability, veteran status, or other characteristic protected by state or federal law. 
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Definition of  Sexual Harassment. “Sexual harassment” is generally defined under both state and 
federal law as unwelcome sexual advances, requests for sexual favors, and other verbal or physical 
conduct of  a sexual nature where: 

• Submission to or rejection of  such conduct is made either explicitly or implicitly a term or 
condition of  any individual’s employment or as a basis for employment decisions; or 

• Such conduct has the purpose or effect of  unreasonably interfering with an individual’s work 
performance or creating an intimidating, hostile, or offensive work environment. 

Other sexually oriented conduct, whether intended or not, that is unwelcome and has the effect of  
creating a work environment that is hostile, offensive, intimidating, or humiliating to workers may 
also constitute sexual harassment. 

While it is not possible to list all those additional circumstances that may constitute sexual 
harassment, the following are some examples of  conduct that, if  unwelcome, may constitute sexual 
harassment depending on the totality of  the circumstances, including the severity of  the conduct 
and its pervasiveness: 

• Unwanted sexual advances, whether they involve physical touching or not; 

• Sexual epithets, jokes, written or oral references to sexual conduct, gossip regarding one’s sex 
life, comments about an individual’s body, comments about an individual’s sexual activity, 
deficiencies, or prowess; 

• Displaying sexually suggestive objects, pictures, or cartoons; 

• Unwelcome leering, whistling, brushing up against the body, sexual gestures, or suggestive or 
insulting comments; 

• Inquiries into one’s sexual experiences; and 

• Discussion of  one’s sexual activities. 

All employees should take special note that, as stated above, retaliation against an individual who has 
complained about sexual harassment and retaliation against individuals for cooperating with an 
investigation of  sexual harassment complaint is unlawful and will not be tolerated at Gilmer County. 

Complaint Procedure. Any employee who believes he or she has been subject to or witnessed 
illegal discrimination, including sexual or other forms of  unlawful harassment, is requested and 
encouraged to make a complaint. You may, but are not required to, complain first to the person you 
feel is discriminating against or harassing you. You may complain directly to your immediate 
supervisor or department manager, the HR Director, or any other member of  management with 
whom you feel comfortable bringing such a complaint. Similarly, if  you observe acts of  
discrimination toward or harassment of  another employee, you are requested and encouraged to 
report this to one of  the individuals listed above. 

No reprisal, retaliation, or other adverse action will be taken against an employee for making a 
complaint or report of  discrimination or harassment or for assisting in the investigation of  any such 
complaint or report. Any suspected retaliation or intimidation should be reported immediately to 
one of  the persons identified above. 
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All complaints will be investigated promptly and, to the extent possible, with regard for 
confidentiality. 

If  the investigation confirms conduct contrary to this policy has occurred, Gilmer County will take 
immediate, appropriate, corrective action, including discipline, up to and including immediate 
termination. 

  

INTERNAL INVESTIGATIONS 

It is the responsibility of  the County to investigate any violation of  this handbook brought to its 
attention.  All County employees have a duty to report any activities that may need investigating and 
to be truthful and cooperative during all investigations.  Failure to do so will result in disciplinary 
action up to and including termination. 

  

DRUG AND ALCOHOL FREE WORKPLACE POLICY 

I. Policy Statement 

It is the position of  Gilmer County that alcohol and controlled substance abuse is a significant 
health problem in the United States today. The costs involved with this problem include human 
costs, such as lost jobs, morale problems, injuries, illnesses, and deaths, as well as economic costs, 
such as property damage, absenteeism, tardiness, lost productivity, increased health insurance costs, 
and the costs involved in replacing and retraining new employees. Further, in professions that serve 
the public, alcohol and substance abuse represents a real danger to the health and safety not only of  
the employees themselves, but also of  the constituents served by those employees. 

It is the objective of  Gilmer County to provide safe and effective public service. To meet this 
objective, the problem of  alcohol and controlled substance abuse must be identified, confirmed and 
defeated. In order to achieve this, Gilmer County has developed a comprehensive alcohol and 
controlled substance abuse policy. 
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II. Definitions 

Within this Substance Abuse Policy, and on any accompanying forms, the following terms shall have 
the meanings associated therewith: 

1) Controlled Substance shall have the meaning and include the substances defined as “controlled 
substances” in the Georgia Controlled Substances Act, O.C.G.A. § 16-13-20 and 16-12-21(4) as said 
Act shall appear from time to time. 

2) Safety Sensitive Position shall be those positions where inattention to duty or errors in 
judgment by the employee or applicant while on duty will have the potential for significant risk of  
physical harm to the employee, other employees or the general public.  

3) Confirmed Positive Result. Whenever an initial test for drugs or alcohol is found to be positive, 
the laboratory will carry out additional tests pursuant to laboratory testing guidelines to confirm that 
the initial positive indication was correct. If  the second procedure also indicates the presence of  
drugs or alcohol, the test result will be considered a confirmed positive result. 

4) Medical Review Officer shall mean a properly licensed physician who reviews and interprets the 
results of  drug tests and evaluates those results together with medical history and any other relevant 
biomedical information to confirm positive results. 

III. Drug and alcohol use prohibited. 

Alcohol and controlled substance use by employees during assigned working hours, in Gilmer 
County buildings or on Gilmer County grounds or otherwise while on official business shall be 
prohibited. This shall include the use or possession of  controlled substances, the abuse of  
prescription medications, the possession of  prescription medications by anyone other than the 
person for whom the medication was prescribed (except as required by official duty), and the use or 
abuse of  alcohol. This prohibition (and the procedures set forth below) is in addition to any other 
drug and alcohol policy, including any policies or programs required by federal or state law. 

IV. Types of  testing to be implemented 

1) Pre-employment testing: Because substance abuse is not easily detectible in an applicant 
without the provision of  a drug and alcohol screening, and because the safety and health of  
employees and the health and safety of  citizens depend upon a workforce free from drug 
and alcohol abuse, all job applicants being considered for employment in positions for which 
pre-employment drug and/or alcohol screening is allowed by law, shall be required to pass a 
drug and/or alcohol screening test prior to being hired. All job applicants shall be informed 
in advance that such testing shall be required, and postings for all jobs shall include a notice 
of  this testing requirement. Pre-employment testing shall take place only after an offer of  
employment has been made but before employment actually commences. 

2) Random and periodic drug testing: Employees in all positions designated as safety 
sensitive (including CDL drivers), involved in drug interdiction, or having unsupervised 
access to prisoners or contraband shall be required to submit to a drug and alcohol screening 
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test at random or on a periodic basis from time to time as determined by the department 
head and the Human Resources Director. 

3) Drug and/or alcohol screening test based on reasonable suspicion: 
a. Any employee shall be required to submit to drug and/or alcohol testing when there is 
reasonable suspicion to believe that such employee is under the influence or effects of  drugs 
and/or alcohol immediately before, during or immediately after assigned working hours or 
while otherwise on duty or in control of  government property. 

b. Reasonable suspicion means a reasonable belief  based on specific objective and articulable 
facts and reasonable inferences drawn from those facts in light of  experience. Situations that 
may give rise to a conclusion that an employee is under the influence of  drugs and/or 
alcohol include, but are not limited to, the following: 

i. An employee is involved in a physical or verbal altercation on the job. 

ii. An employee has an excessive number of  incidents or accidents on the job. 

iii. An employee exhibits unusual behavior such as slurred speech or unsteady 
walking or movement on the job. 

iv. An employee has an odor of  alcohol or marijuana on their person on the job. 

v. An employee is in possession of  alcohol, drugs, or drug paraphernalia on the 
job. 

vi. An employee is observed using illegal drugs or alcohol or has exhibited the  
Symptoms and manifestations of  being impaired due to alcohol or drug use. 

vii. An employee has caused or contributed to an accident while on the job. 

c. In the event a supervisor determines that reasonable suspicion exists that an employee is 
    under the influence of  drugs and/or alcohol, the supervisor shall immediately report the 
    incident to his/her immediate supervisor or department head and shall complete the form  
    Entitled Observation Checklist. 

d. The determination of  whether reasonable suspicion exists shall be made by the  
    Department head or, in his/her absence, by the highest ranking supervisory staff  on-duty  
    at the time. 

e. Following the determination that reasonable suspicion exists, the facts underlying the  
   determination of  reasonable suspicion shall be disclosed to the employee at the time the  
   demand to submit to testing is made. The employee shall be transported to and from the 
   testing site by the employee’s supervisor or a designee. Following the testing procedure,  
   the person transporting the employee shall make appropriate arrangements to transport  
   the employee home. 

f. Supervisors shall be required to document in writing, by the next working day, the specific 
   facts, symptoms or observations that formed the basis for their determination that  
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   reasonable suspicion existed to warrant the testing of  an employee.  All documents created  
   in connection with the determination of  reasonable suspicion shall be forwarded to the  
   Gilmer County Human Resources Director. 

4) Testing after accidents or injury:  
An employee in a safety sensitive position, an employee involved in the interdiction of  illegal 
drugs, or an employee who, in his/her job duties, is given unsupervised custody of  prisoners 
or contraband shall be subject to a drug and alcohol test conducted when, while on duty or 
just prior to going on duty:  

a. The employee is operating a vehicle and/or equipment causing damage or bodily injury; 
or 

b. The employee is involved in a fatality; or 
c. The employee is cited with a traffic violation; or 
d. The employee sustains a work-related injury requiring medical treatment beyond first aid. 

V. Prescription drug use 

1) Any Employees using prescription medication while on the job shall do so in strict 
accordance with medical directions. It is the employee’s responsibility to notify the 
prescribing physician of  the duties required by the employee’s position and to ensure the 
physician approves the use of  the prescription medication while the employee is performing 
his/her duties. 

2) The abuse and/or inappropriate use of  legally prescribed drugs, including the performance 
of  duties when the employee knows or should know that he or she is potentially impaired 
due to prescription drug use, shall be prohibited and shall be deemed a violation of  this 
policy. Job performance or attendance deficiencies resulting from use shall be cause for 
disciplinary action up to and including termination. If  any employee’s behavior or job 
performance gives rise to a reasonable suspicion that the employee is abusing or 
inappropriately using prescription medication, the employee may be required to submit to 
drug testing and to take leave until such time as the employee is cleared to return to work by 
the employee’s physician, the Medical Review Officer, and the Human Resources Director. 

3) Employees and job applicants shall at the time of  testing provide Affinity Med Screens with 
a list of  those prescriptions and over-the-counter medications the employee recently has 
used. The list of  medications shall be kept confidential until there has been a test result. The 
list of  medications shall be disclosed only to the Medical Review Officer who will determine 
whether the positive result was due to the lawful use of  any of  the listed medications. 

VI. Consent 

Before a drug and alcohol test is administered, employees and job applicants will be asked to sign a 
Consent Form authorizing the test and permitting release of  test results to the employer and the 
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Medical Review Officer. The consent form shall provide a space for employees and job applicants to 
acknowledge that they have been notified of  the requirements of  this policy. 

VII. Refusal to consent 

1) Job applicants: Any applicant for a position for which pre-employment drug and/or 
alcohol screening is permitted by law who refuses to consent to a drug and/or alcohol test 
shall be denied employment, and any conditional offer of  employment shall immediately be 
rescinded. 

2) Employees: Any employee who refuses to sign the required consent form or to submit to a 
drug and/or alcohol test as required shall be deemed to have violated this policy. 

3) No show: Employees who fail to appear at the designated collection site to submit to a 
required drug and/or alcohol test when so directed shall be deemed to have refused to 
submit to the test shall be deemed to have violated this policy. A “no show” shall include any 
attempt to adulterate a test sample or otherwise frustrate, impair, or otherwise impede the 
testing process. 

VIII. Testing laboratory guidelines 

1) All testing procedures shall be administered and accounted for by an approved laboratory 
and/or medical facility operating in compliance with the National Institute of  Drug Abuse 
(NIDA) or College of  American Pathologists (CAP) guidelines. 

2) Urine samples shall be provided in a private restroom stall or similar enclosure so that 
employees and applicants may not be viewed while providing the sample, unless 
circumstances require monitored testing. Outer garments, bags, briefcases, purses, or other 
containers will not be permitted into the test area. The water in the commode shall be 
colored with dye to protect against dilution of  test samples.  If  the drug and/or alcohol test 
is to be conducted using a specimen other than urine (e.g. hair, saliva, blood, etc.), the sample 
shall be collected in a manner consistent with the privacy of  the employee and the need to 
minimize the possibility of  adulteration and/or mislabeling of  the sample. 

3) Whenever an initial test for drugs and alcohol is found to be positive, the laboratory will 
then carry out additional tests pursuant to laboratory testing guidelines to confirm that the 
initial positive indication was correct. If  the second procedure also indicates the presence of  
drugs or alcohol, the test result is considered a Confirmed Positive Result. 

IX. Confidentiality of  test results 

To the extent allowed by law, all information from an employee’s or job applicant’s drug and alcohol 
screening shall be confidential and only available to the Medical Review Officer, department head, 
Human Resources and those with a need to know at the discretion of  Human Resources. Disclosure 
of  test results to any other person, agency, or organization shall be prohibited unless written 
authorization is obtained from the employee or job applicant. In any case, the results of  an initial 
positive drug or alcohol test shall not be released until the results are confirmed. 

X. Violations of  this policy 
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Any violation of  this policy shall be handled in a manner consistent with disciplinary procedures. 

XI. Employee assistance program 

Employee assistance program or rehabilitation programs shall be available only prior to a random 
drug test request with established employee assistance policies, if  any. 

XII. Drug and alcohol convictions 

Consistent with the Federal Drug-Free Workplace Act of  1988, employees shall report to his or her 
department head within five (5) working days any arrest or conviction made under a criminal drug or 
alcohol law and any charge made under a drug or alcohol law for which conviction could cause the 
loss of  driving privileges. The department head shall then investigate and make appropriate 
recommendations to the Human Resources Director. 

  

SEAT BELT USAGE POLICY 

Traffic crashes are among the leading causes of  death and injuries in Georgia. Because the Gilmer 
County Board of  Commissioners is committed to establishing and following practices that make 
working here safer and because we value the safety and well-being of  all employees, we are 
instituting a safety belt use policy to promote safe driving habits. Georgia law states that all 
passengers must properly wear safety belts, regardless of  where they are seated in the vehicle. All 
employees are required to use safety belts while operating or riding in any motor vehicle on County 
business, or while in a County owned vehicle. Employees also are required to inform all occupants in 
any vehicle that they must obey this policy and wear their safety belts. Employees are not to proceed 
driving with an unbuckled employee passenger in the vehicle. 

Failure to follow County policy and properly wear safety belts on the job may result in disciplinary 
action. 

  

VEHICLE USE POLICY    

The County may provide a vehicle to an employee to use for approved County business.  Unless 
specified under this policy, use is not authorized for unofficial travel duties, tasks or the 
transportation of  unauthorized persons or items.  
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Authorized Use of  Vehicles 
1. To perform the required, necessary functions of  employment. 
2. Transport of  officials, employees, clients, or guests of  the County.    
3. When on official travel/training status, between place of  official business and place of  

lodging.  

Unauthorized Uses: 
1. Travel of  a personal nature not connected with official County business. 
2. Transport of  family members. 
3. Transport of  friends, associates, or other persons who are not employees of  the County or 

serving the interest of  the County. 

4. Transportation between place of  residence and place of  employment other than as specified 
in this policy. 

5. Loan of  vehicle for use in nonCounty authorized functions or to persons that are not on the 
County payroll. 

6. Possession, transportation, or consumption of  alcohol or illegal drugs is strictly forbidden. 
7. No tobacco products may be used in County vehicles at any time. 
8. Transport of  any item, equipment, or cargo projecting from the side, front, or rear of  the 

vehicle in such a manner as to constitute a hazard of  safe delivery. 

General 
County vehicles are considered tools for performing the duties and requirements of  a position. 
Allocation of  County vehicles is based on the job requirements of  a position. It is the responsibility 
of  the Department Head to annually review the allocation of  vehicles and to recommend to the 
County Chairman the need for a vehicle for a particular position, based on the work requirements 
of  that position. 

Vehicles may be assigned for use by a position either as an exclusive assignment (take-home) or as an 
eight-hour (or equivalent daily use) assignment. Determination of  assignment of  a vehicle to a 
position is at the discretion of  the Department Head. The County Chairman may also designate 
specific vehicles as motor pool (shared) vehicles. 

Vehicle Assignment 
Vehicle Assignment for business purposes may be categorized in the following manner: 
1. Exclusive assignment 
2. Eight hour (or equivalent) assignment 

Exclusive Assignment 
Exclusive assignment is defined as authorized use of  a County vehicle by a designated County 
position for the purposes of  effectively performing County business.  This encompasses commuting 
to and from home and occasional incidental personal use. 

In conjunction with the Department Head, the County Chairman will authorize which position is 
eligible for exclusive assignment of  a vehicle and review on an annual basis if  the exclusive 
assignment of  a vehicle to any position is to continue. 

In order to qualify for an exclusive assignment vehicle, the position must have job requirements that 
meet one of  the following two categories: 
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• Category One: This category is for County Chairman, Commissioner, Elected Official and 
Department Head level positions where the Department regularly provides services seven 
days per week and has assigned employees on duty during the seven days whose response is 
essential in order to restore the required County services prior to the beginning of  the next 
normal work day.  

• Category Two: This category is for positions that are oncall personnel, department heads,  
managers, supervisors or field technicians who regularly respond to emergency needs and 
whose response is essential in order to restore the required County services prior to the 
beginning of  the next normal work day.  

Eight-Hour (or Equivalent Daily) Assignment 
Eight-hour (or equivalent) assignment is defined as the assigned use of  a County vehicle by a 
designated position for the efficient and effective performance of  County business during normal 
work hours. Such assignment allows for use of  the County vehicle for authorized uses and not for 
commuting between work site and personal residence. 
An eight-hour (or equivalent) assignment of  a County vehicle may be approved when: 

• A vehicle is needed and used extensively each working day (more than 6 hours). 
• The nature of  work prevents the sharing of  a vehicle by more than one employee in a 

position. 
• The nature of  the work performed by the position may cause unusual depreciation and wear 

on a personal vehicle. 

Use of  Personal Vehicle for County Business 
Personal vehicles may be used occasionally for official County business with approval of  the County 
Chairman or Department Head. Approved officials or employees who use their personal vehicles 
for County business may be reimbursed on a per mile driven basis.  Mileage for transit between 
home and work does not qualify for reimbursement unless specifically noted in this policy.  
The rate of  reimbursement shall be established at the beginning of  each fiscal year. 
Accurate and substantiated mileage records must be maintained and submitted for reimbursement. 
Acceptance of  reimbursement by an employee gives the County certain rights of  verification of  
authorized uses. 

Driver Responsibilities 
All drivers who operate vehicles owned by, titled to, or otherwise controlled by the County are 
responsible for the proper care, use, and safety of  County property. 
Drivers must adhere to the following minimum responsibilities: 

1. Possess and maintain valid State of  Georgia Drivers’ License approved for the class 
appropriate for the vehicle. 

2. Obey all traffic laws and practice safe courteous driving. 
3. Ensure that vehicles are used for authorized purposes only. 
4. Follow accident reporting procedures. 
5. Accept legal responsibility for violations and fines resulting from actions of  the driver.  This 

includes illegal parking tickets. 
6. Notify Supervisor immediately of  any vehicle accident/incident (moving accident, flat tire, 

engine warning lights, out of  gas, damage, stuck and in need of  a tow truck, etc.). 
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7. Consumption of  alcoholic beverages within an 8hour period prior to driving the County 
vehicle is not permitted.   

8. All County employees are required to report any Driving Under the Influence (DUI) arrest, 
or any other drug and/or alcohol related arrest while driving, whether on or off  duty, to 
their Department Head and Human Resources Director. The employee’s driving privileges 
will be suspended until final disposition by the courts. Failure to report the arrest will be 
considered a failure in job performance and/or personal conduct and shall be grounds for 
disciplinary action.  All County employees must, upon request, provide a copy of  their 
driver’s license to Human Resources. 

  

SOCIAL MEDIA POLICY  
At Gilmer County, we understand that social media can be a fun and rewarding way to share your 
life and opinions with family, friends and co-workers around the world. However, use of  social 
media also presents certain risks and carries with it certain responsibilities. To assist you in making 
responsible decisions about your use of  social media, we have established these guidelines for 
appropriate use of  social media. 

This policy applies to all employees who work for Gilmer County.  

Guidelines 

In the rapidly expanding world of  electronic communication, social media can mean many things. 
Social media includes all means of  communicating or posting information or content of  any sort on 
the Internet, including to your own or someone else’s web log or blog, journal or diary, personal web 
site, social networking or affinity web site, web bulletin board or a chat room, whether or not 
associated or affiliated with Gilmer County, as well as any other form of  electronic communication. 
The same principles and guidelines found in Gilmer County policies and three basic beliefs apply to 
your activities online. Ultimately, you are solely responsible for what you post online. Before creating 
online content, consider some of  the risks and rewards that are involved. Keep in mind that any of  
your conduct that adversely affects your job performance, the performance of  fellow employees or 
otherwise adversely affects members, customers, suppliers, people who work on behalf  of  Gilmer 
County or Gilmer County’s legitimate business interests may result in disciplinary action up to and 
including termination. 

Know and follow the rules 

Carefully read these guidelines, the Gilmer County Statement of  Ethics Statement in this handbook, 
the Gilmer County Computer, Email, Internet Use Policy in this handbook and the Discrimination 
& Harassment Prevention Policy, and ensure your postings are consistent with these policies. 
Inappropriate postings that may include discriminatory remarks, harassment, and threats of  violence 
or similar inappropriate or unlawful conduct will not be tolerated and may subject you to disciplinary 
action up to and including termination. 
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Be respectful 

Always be fair and courteous to fellow employees, customers, members, suppliers or people who 
work on behalf  of  Gilmer County. Also, keep in mind that you are more likely to resolve work 
related complaints by utilizing our Open Door Policy than by posting complaints to a social media 
outlet. Nevertheless, if  you decide to post complaints or criticism, avoid using statements, 
photographs, video or audio that reasonably could be viewed as malicious, obscene, threatening or 
intimidating, that disparage customers, members, employees or suppliers, or that might constitute 
harassment or bullying. Examples of  such conduct might include offensive posts meant to 
intentionally harm someone’s reputation or posts that could contribute to a hostile work 
environment on the basis of  race, sex, disability, religion or any other status protected by law or 
County policy. 

Be honest and accurate 

Make sure you are always honest and accurate when posting information or news, and if  you make a 
mistake, correct it quickly. Be open about any previous posts you have altered. Remember that the 
Internet archives almost everything; therefore, even deleted postings can be searched. Never post 
any information or rumors that you know to be false about Gilmer County, fellow employees, 
members, customers, suppliers, and people working on behalf  of  Gilmer County or competitors. 

Post only appropriate and respectful content 

• Maintain the confidentiality of  Gilmer County private or confidential information. Trades 
secrets may include information regarding the development of  systems, processes, products, 
know-how and technology. Do not post internal reports, policies, procedures or other 
internal County-related confidential communications. 

• Respect open records disclosure laws.  
• Do not create a link from your blog, website or other social networking site to a Gilmer 

County website without identifying yourself  as a Gilmer County employee. 
• Express only your personal opinions. Never represent yourself  as a spokesperson for Gilmer 

County. If  Gilmer County is a subject of  the content you are creating, be clear and open 
about the fact that you are an employee and make it clear that your views do not represent 
those of  Gilmer County, fellow employees, members, customers, suppliers or people 
working on behalf  of  Gilmer County. If  you do publish a blog or post online related to the 
work you do or it subjects employees with Gilmer County, make it clear that you are not 
speaking on behalf  of  Gilmer County. It is best to include a disclaimer such as “The 
postings on this site are my own and do not necessarily reflect the views of  Gilmer County.” 

Using social media at work 

Refrain from using social media while on work time or on equipment we provide, unless it is work-
related as authorized by your manager or consistent with the County Equipment Policy. Do not use 
a Gilmer County email addresses to register on social networks, blogs or other online tools utilized 
for personal use. 

Retaliation is prohibited 

Gilmer County prohibits taking negative action against any employee for reporting a possible 
deviation from this policy or for cooperating in an investigation. Any employee who retaliates 
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against another employee for reporting a possible deviation from this policy or for cooperating in an 
investigation will be subject to disciplinary action, up to and including termination. 

Media contacts 

Employees should not speak to the media on Gilmer County’s behalf  without contacting the 
Chairman. All media inquiries should be directed to the Board of  Commissioners. 

If  you have questions or need further guidance, please contact your HR representative. 

  

COMPUTER, EMAIL, INTERNET USE POLICY  

Gilmer County recognizes that use of  the Internet and e-mail has many benefits and can make 
workplace communication more efficient and effective. Therefore, employees are encouraged to use 
the Internet and e-mail systems appropriately. Unacceptable use of  the Internet and e-mail can place 
Gilmer County and others at risk. This policy outlines the County’s guidelines for acceptable use of  
the Internet and e-mail. 

This policy must be followed in conjunction with other Gilmer County policies governing 
appropriate workplace conduct and behavior. Gilmer County complies with all applicable federal, 
state and local laws as they concern the employer/employee relationship, and nothing contained 
herein should be construed to violate any of  the rights or responsibilities contained in such laws.  

Use Guidelines 

Gilmer County has established the following guidelines for employee use of  the County’s technology 
and communications networks, including the Internet and e-mail, in an appropriate, ethical and 
professional manner.  

1. All technology provided by Gilmer County, including computer systems, communications 
networks, County-related work records and other information stored electronically, are the 
property of  the County and not the employee. In general, use of  the County’s technology 
systems and electronic communications should be job-related and not for personal 
convenience. 
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2. Employees may not use Gilmer County’s Internet, e-mail or other electronic 
communications to transmit, retrieve or store any communications or other content of  a 
defamatory, discriminatory, harassing or pornographic nature. No messages with derogatory 
or inflammatory remarks about an individual’s race, age, disability, religion, national origin, 
physical attributes or sexual preference may be transmitted. Harassment of  any kind is 
prohibited. 

3. Disparaging, abusive, profane or offensive language; materials that might adversely or 
negatively reflect on Gilmer County or be contrary to its legitimate County interests; and any 
illegal activities—including piracy, cracking, extortion, blackmail, copyright infringement and 
unauthorized access to any computers on the Internet or e-mail—are forbidden. 

4. Copyrighted materials belonging to entities other than Gilmer County may not be 
transmitted by employees on the County’s network without permission of  the copyright 
holder. Employees must respect all copyrights and may not copy, retrieve, modify or forward 
copyrighted materials, except with permission or as a single copy for reference only. Saving 
copyright-protected information to a network drive without permission is prohibited. 
Sharing the URL (uniform resource locator or “address”) of  an Internet site with other 
interested persons for business reasons is permitted.  

5. Employees may not use the system in a way that disrupts its use by others. This includes 
sending or receiving excessive numbers of  large files and “spamming” (sending e-mail to 
thousands of  users.) 

6. To prevent contamination of  Gilmer County technology and communications equipment 
and systems by harmful computer viruses, downloaded files should be checked for possible 
infection through the IT department (ETC). Also, given that many browser add-on packages 
(called “plug-ins”) may not be compatible with other programs and may cause problems for 
the systems, downloading plug-ins is prohibited without prior permission from IT (ETC). 

7. Every employee of  Gilmer County is responsible for the content of  all text, audio or image 
files that he or she places or sends over the County’s Internet and e-mail systems. No e-mail 
or other electronic communications may be sent that hide the identity of  the sender or 
represent the sender as someone else. Gilmer County’s County identity is attached to all 
outgoing e-mail communications, which should reflect County values and appropriate 
workplace language and conduct.  

8. E-mail and other electronic communications transmitted by Gilmer County equipment, 
systems and networks are not private or confidential, and they are the property of  the 
County. Therefore, Gilmer County reserves the right to examine, monitor and regulate e-
mail and other electronic communications, directories, files and all other content, including 
Internet use, transmitted by or stored in its technology systems, whether onsite or offsite.  

9. Internal and external e-mail, voice mail, and text messages are considered County records 
and may be subject to discovery in the event of  litigation or subject to open records act. 
Employees must be aware of  this possibility when communicating electronically within and 
outside the County. 

10. Non-exempt employees are not permitted to have the County email on their cell phones.   

  30
Approved:              Effective: 06/01/2017 
Updated:             Effective:  07/19/2019 



Gilmer County’s Right to Monitor and Consequences for Misuse 

All County-supplied technology, including computer systems, equipment and County-related work 
records, belongs to Gilmer County and not to the employee user. Employees understand the County 
routinely monitors use patterns, and employees should observe appropriate workplace discretion in 
their use and maintenance of  such County property.  

Because all the computer systems and software, as well as e-mail and Internet connections, are the 
property of  Gilmer County, all County policies apply to their use and are in effect at all times. Any 
employee who abuses the County-provided access to e-mail, the Internet, or other electronic 
communications or networks, including social media, may be denied future access, and, if  
appropriate, be subject to disciplinary action up to and including termination, within the limitations 
of  any applicable federal, state or local laws.  

Questions Regarding the Use of  Gilmer County Technology  

If  you have questions regarding the appropriate use of  Gilmer County electronic communications 
equipment or systems, including e-mail and the Internet, please contact your supervisor, manager or 
the IT department.  

The County's communication equipment and services are to be used for conducting County 
business only. Use of  the equipment and services for private purposes is strictly prohibited.  

The County reserves and will exercise the right to review, audit, intercept, access and disclose all 
matters on the County’ communication equipment and services at any time, with or without 
employee notice, and that such access may occur during or after working hours.  

No personal devices such as cell phones, stick drives, ipads, ipods, speakers etc. should be plugged 
into the County’s computers at any time. 

Violation of  this policy may subject me to disciplinary action, up to and including termination.  

  

CELL PHONE USE POLICY 

The purpose of  this policy is to promote a safe and productive work environment and increase 
public safety. This policy applies to both incoming and outgoing cellular calls.  This policy applies to 
all employees. 

Policy and Procedure 

1. Cell phones shall be turned off  or set to silent or vibrate mode during meetings, conferences and 
in other work locations where incoming calls may disrupt normal workflow.   Use of  cell phones is 
prohibited during work time for those employees who are not assigned a County cell phone for use 
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in their job unless a personal cell phone is used by the County to contact the employee while on the 
job. 

2.  If  an employee who is assigned to use a cell phone for County use (personal or county issued) is 
operating a County vehicle and receives a call without Bluetooth, on a cell phone, the employee must 
ignore the call until they can pull to the side of  the roadway, into a parking lot or other safe location 
to respond to the call. Failure to follow this policy may result in disciplinary action up to and 
including termination.  Bluetooth enabled phones/vehicles are an exception to this rule. 

3.  Non-exempt employees are not permitted to have their County email on their cell phone. 

TRAVEL & TRAINING EXPENSE & REIMBURSEMENT 

Gilmer County employees who are required to travel on business are entitled to reimbursement for 
reasonable, necessary and allowable expenses incurred in accordance with this policy. 

1. Employees must receive prior approval from their Department Superior for all travel 
expenses. 

2. All pre-paid training and travel expenses shall be submitted to the Board of  Commissioners 
Office and receive final approval at least one week prior to the event. 

3. Training expense request must be supported by copies of  the training program or 
application and any other documentation that supports the necessity of  the training. 

4. County vehicles assigned to the respective department or that may be available through the 
Commissioner's Office shall be used whenever possible to minimize mileage reimbursement 
expenses. 

5. Whenever possible, if  more than one employee is traveling to the same location by 
automobile, the employees should travel together for reasons of  economy. 

6. Employees should schedule or plan the most economical trip possible for their unique travel 
circumstances. 

7. Employees away from the office on business should make certain their travel schedule and 
method of  contact is available to their immediate supervisor. 

8. Department heads are responsible for being aware of  employees travel and the purpose of  
travel so that they may approve expenditures that are necessary and reasonable. 

9. If  travel plans are cancelled, registration fees and room deposits may not be refundable 
unless cancellations are made in a timely manner. Employees will be responsible for making 
proper cancellations and may be held accountable for any monies not refunded. 

Mileage Reimbursement (when a County Vehicle is not possible): 
If  an employee must use their own vehicle for business travel they may request reimbursement for 
mileage per the currently approved Gilmer County Mileage reimbursement rate. Contact the Gilmer 
County Board of  Commissioners for current rate. 

Lodging Expense and/or Reimbursement: 
Reasonable and proper expenses for hotel lodging (when no other lodging is available) while 
performing official out-of-town business shall be reported on the Reimbursement Report Form by 
place and amount.  Receipts for each expense shall be attached to the form.  If  the lodging has been 
pre-paid in advance of  your travel, receipts for the actual expense must be supplied to the 
accounting office immediately upon return from the business travel. 
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Meals: 
When business travel requires you to be at least 50 miles away from your home during meal times 
you may request Per Diem in advance for breakfast, lunch and dinner expense, not to exceed $30.00 
per day for each full day in which you are expected to be away from home on business travel. (The 
Gilmer County Sheriff's Department has elected to have internal policies reflective of  its current 
budget.  Please contact your Sheriff  Department Supervisor for further instructions on meal per 
diem). 

Non-Allowable Expenses, include but are not limited to: 

1. Air travel and other personal trip insurance. 
2. Barber, manicurist, shoe polisher, spa services, and laundry. 
3. Briefcases or other items of  personal use. 
4. Entertainment expenses (such as airline headsets, theater, movies, and sporting events) of  

the employee and official while traveling. 
5. Personal reading material or services. 
6. Repairs, maintenance, or insurance on personal vehicles. 
7. Traffic fines and court costs. 
8. Unauthorized club or other membership dues or fees. 
9. Unauthorized trips, entertainment, gifts or donations. 
10. Mini-bar contents. 
11. Movies/videos. 
12. Parking fines. 
13. The loss/theft of  personal goods. 
14. Childcare. 
15. Petcare. 
16. Any personal elements of  your business trip. 
17. Toiletries. 

Reimbursement: 
All reimbursement requests shall require supporting documentation (receipts) and shall be processed 
and received in the Board of  Commissioner's Office within thirty (30) days of  the purchase/event 
or the employee may forfeit the right to reimbursement. 

Abuse of  business travel, including falsifying expense reports to reflect costs not incurred during 
business related travel shall be grounds for disciplinary action, up to and including dismissal. 

COUNTY CREDIT CARD 

Employees who are issued a county credit card are responsible for submitting all charges to fianance 
monthly so that the card stays paid current.  Employees are responsible for any late charges incurred 
due to late submission of  receipts to authorize payment of  charges.  All credit card charges are 
subject to the Chairman’s review for approval and/or denial.  Denied charges will include an 
explanation and then be owed back to the County.  Payment will be required from the employee 
within 30 days.  If  payment is not received within 30 days, the total amount due will be deducted 
from payroll as a garnishment from the responsible employee for payment. 
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EMPLOYEE BENEFITS  
Gilmer County recognizes the value of  benefits to employees and their families. The County 
supports employees by offering a comprehensive and competitive benefits program. For more 
information regarding benefit programs, please refer to the County Benefits Booklet, which are 
found in Human Resources. To the extent of  the information provided here conflicts with the SPD 
or full plan document/benefit manual, the full plan document/benefit manual will control.  Gilmer 
County reserves the right to add, change, discontinue or renegotiate benefit plans at any time. 

Medical, Dental, and Vision Insurance 
Full-time employees working 40 hours or more per week (part time employees 30 hours average for 
Medical under ACA) are eligible for insurance on the first of  the month following 60 days of  
service. Part-time employees promoted to full-time status are eligible for benefits on the first day of  
the month following 60 days from the date of  their promotion unless they were full-time prior and 
qualified under ACA during that standard measurement/stability period.   

Spouses and dependent children of  the employee are also eligible for coverage.  You may, at any 
time, be required to provide proof  of  dependent relationship to continue coverage. 

Changes to your plan can only be made during annual open enrollment unless there is a qualifying 
event (marriage, divorce, death, birth, adoption, loss of  existing coverage, spouse’s employment 
change, etc.).  If  you have a qualifying event during the plan year please notify Human Resources 
within 30 days of  the event to be eligible to make the change to your benefit plan. Any request to 
make changes after 30 days will not be permitted until the next annual open enrollment. 

Group Life Insurance/AD&D Insurance 
Gilmer County provides life insurance for full-time employees who work a minimum of  40 hours 
per week. Employees are eligible for this benefit on the first of  the month following 60 days of  
service. The life benefit for the employee is equal to an employee’s annualized base rate (employee 
hourly rate x 2,080 hours a year).  Age reduction schedules apply.  Spousal life is $5,000.00 and 
children $1,000.00. The cost of  this coverage is paid for in full by the County.  

Additional Voluntary Life is also available for employees to purchase for themselves, spouse and 
children and is paid for in full by the employee. 

Short-Term Disability  
Short-term disability is offered to full-time employees working a minimum of  40 hours per week. 
Employees are eligible for this benefit on the first of  the month following 60 days of  service.  

Short-term disability is meant to bridge the six month period until long-term disability can cover an 
employee. If  an employee becomes disabled and cannot work for a short period of  time, this 
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coverage pays 70 percent of  the employee’s salary up to a maximum weekly benefit of  $1,000.00. 
This is a voluntary benefit and is funded solely by the employee. 

Short-term disability benefits may run concurrently with FMLA leave and/or any other leave where 
permitted by state and federal law.  

Long-Term Disability  
Long-term disability benefits are paid for by the County for full-time employees working a minimum 
of  40 hours per week. If  an employee becomes totally disabled and cannot work for an extended 
period of  time, this coverage pays 60 percent of  the employee’s salary, up to the policy limits.  

Long-term disability benefits will run concurrently with FMLA leave and/or any other leave where 
permitted by state and federal law.  

457(b)/401(a) Plan 
Gilmer County recognizes the importance of  saving for retirement and offers eligible employees a 
457(b) plan to full-time employees working a minimum of  40 hours per week. Gilmer County 
provides a .25 percent on a dollar match up to 5% of  employee deferral.   

Eligibility, vesting, and all other matters relating to these plans are explained in the SPD that can be 
obtained from Human Resources. 

Extra Benefits 
Gilmer County also offers Accident & Cancer insurance, Pet Insurance, Lifelock Identify 
memberships, Discounted Gym Memberships, Air Med Memberships, Golf  Club discounts, Verizon 
cell phone discounts and more.  See Human Resources for more details on any of  these extra 
benefits. 
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PAID HOLIDAYS 

The following twelve days are designated as official paid holidays for County employees and are 
subject to be revised by the Board of  Commissioners. An annual memorandum shall be sent to all 
departments which will indicate the observation days for each holiday listed below: 

New Year's Day 
Martin Luther King, Jr. Birthday 
State Holiday 
Memorial Day 
Independence Day 
Labor Day 
Columbus Day 
Veteran’s Day 
Thanksgiving Day 
Day after Thanksgiving 
Christmas Eve 
Christmas Day 

Eligibility: 
In order to qualify for holiday pay, the employee must be full-time.  Employees are required to work 
the scheduled work day before and the scheduled work day after a holiday. An exception may be 
given to holiday pay eligibility if  the employee is on an approved vacation, FMLA/ADA, or has been 
excused from work due to sickness supported by a physician's statement for the time absent from 
work. 

General Rules For Holiday Pay 
If  a holiday falls on a Saturday it will generally be observed on the preceding Friday.  If  the holiday 
falls on a Sunday it will generally be observed on the following Monday. 

Employees required to work on an observed official holiday shall be paid at their regular hourly rate 
for the hours actually worked in addition to any holiday pay to which they may be entitled. 

If  a holiday falls on an employee’s regularly scheduled day off  their Supervisor will adjust their 
schedule to allow for another day off  or, pay 8 hours of  regular pay for the holiday.  Holiday pay 
does not count toward an employee’s maximum weekly hours for overtime purposes. 

**Floating Holidays will be granted only by the Board of  Commissioner’s Chairman and used for 
when the Board of  Commissioner’s Chairman designates County government operations to be shut 
down due to weather or other emergencies.  Those who are critical responders (Fire Department, 
Road Department, etc.) and are not able to be off  those days will receive the floating holiday pay 
plus their worked hours.   

Failure to report to work during a weather event or other emergency event that the Board of  
Commissioner’s Chairman has not deemed a County government closure will be addressed under 
our normal disciplinary action policy.  Floating holidays can only be deemed by the Board of  
Commissioner’s Chairman and are not for use in any other circumstance.  Floating Holidays will 
only apply to the actual hours you were scheduled to work that day unless you had approved sick or 
vacation time off. If  you had vacation or sick time pre-approved of  the weather event, then you will 
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be paid the pre-approved sick or vacation time and not a weather event Floating Holiday. Floating 
Holiday hours do not count against total hours for overtime purposes and are based on employee’s 
regular straight time rate of  pay. 

VACATION LEAVE 

Vacation Leave is provided for the purpose of  allowing full-time employees time off  work for 
purposes of  attending to personal business, relaxation, travel, family obligations, etc. which cannot 
be conducted during off  duty hours. 

Eligibility: Full time employees shall be eligible to accrue vacation hours from their date of  full 
time employment.  Time accrued can be used after successful completion of  the introductory 
period.  All full time employees must take at least 40 hours (does not have to be in 
succession) of  vacation time per year. 

Accruals: Vacation is accumulated based on an employee’s years of  full-time service.  Employees 
shall accrue leave time only while in “paid service”. 

Regular Full-Time Employees Vacation accrual and roll over schedule: 

86 hour Full-Time Employees Vacation accrual and roll over schedule: 

  
24-Hour Shift Full-Time Employee Vacation accrual and roll over schedule: 

SERVICE YEARS ANNUAL VACATION 
ACCRUAL

B I - W E E K L Y 
ACCRUAL

M A X I M U M 
ACCRUAL

0 – 4 years 96 hours/12 days 3.70 240

5 – 9 years 136 hours/17 days 5.23 240

10+ years 176 hours/22 days 6.77 240

SERVICE YEARS ANNUAL VACATION 
ACCRUAL

B I - W E E K L Y 
ACCRUAL

M A X I M U M 
ACCRUAL

0 – 4 years 106 hours/13 days 4.00 240

5 – 9 years 152 hours/19 days 5.85 240

10+ years 200 hours/25 days 7.70 240

SERVICE YEARS ANNUAL VACATION 
ACCRUAL

B I - W E E K L Y 
ACCRUAL

M A X I M U M 
ACCRUAL

0 – 4 years 130 hours 5.0 262

5 – 9 years 184 hours 7.08 262

10+ years 238 hours 9.16 262
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Accrual rates change at the beginning of  the pay period in which an employee’s 5th and 10th full-time 
service anniversary dates fall. 

Vacation must be charged and taken in increments of  no less than one-half  (0.5) hour.  Vacation will 
not be advanced to employees. If  it is necessary for an employee to be absent from work and 
they do not have enough or any vacation or compensatory leave accumulated, they must request 
leave without pay. Employees shall be paid at their regular rate of  pay for all unused accrued vacation 
time upon separation from employment. Vacation pay does not count towards an employee’s 
maximum weekly hours for overtime purposes. 

An employee shall be granted the use of  vacation upon the request and approval of  their 
Department Head, Supervisor or designee. A Department Head or designee may deny the 
scheduling of  v a c a t i o n  if  the absence of  the employee at the requested time would result 
in undue disruption/hardship of  normal County operations. 

Employees shall be responsible for submitting their vacation request to their Supervisor for 
approval at least one (1) week prior to the date (when at al l  possible) of  vacation requested. 
Accrued sick leave may not be submitted in place of  vacation.  Employees shall document their 
timesheet to reflect the approved vacation time. 

Vacation time will begin to roll over to your sick bank once you reach your maximum accrual rate as 
shown on the tables above.  At that point, it becomes sick pay and can only be used as sick pay. 

Donations of  Vacation Hours to Other Employees  
An employee may donate accrued, unused vacation hours to another full-time employee if  that 
employee is in need of  paid leave due. Employees wanting to donate vacation hours to a regular full 
time employee should submit the completed “Employee Vacation Donation Form” in writing to the 
Human Resources Director. Donated vacation hours will be placed in the recipient’s Sick Leave 
balance. An employee receiving donated leave from another employee shall exhaust all of  their 
accrued vacation and sick leave prior to requesting or utilizing any donated leave. 

Pay in Lieu Of  
Full Time employees who, through business necessity or emergency need, apply for pay in lieu of  
vacation time will be subject to the following application process and no payouts are guaranteed.  

• Any such request must be submitted on the appropriate form filled out by the Department 
Head or Elected Official detailing; 1)the employee took at least 1 week vacation in the 
calendar year, 2) the Department Head or Elected Official is not over budget, 3) the 
Department Head or Elected Official approves the payout.   

• These forms must be signed by the Department Head or Elected Official and submitted to 
the Human Resources Department for budget review and processing.   

• The Chairman, Elected Official or Department Head has the right to deny requests based on 
the first bullet point. 

• Emergency need requests will be considered based on proof  of  the specific need.  
Annual leave payout requests shall only be submitted in November and are due by 
November 30 each year and will be paid out the first pay period in December.  No leave 
payouts will be processed after November 30. 

FULL TIME EMPLOYEE BRIDGING OF COUNTY SERVICE 
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Service Restoration Rules for Eligible Employees:  

1. If  a former full time employee with less than one year’s prior full time service is rehired, the 
employee will be considered a new employee and will not be eligible for prior service 
recognition for seniority or sick or vacation accrual benefit plan participation purposes.  

2. If  a former full time employee with more than one year’s full time prior service is rehired, 
the employee’s seniority and eligibility to participate in County benefit plans will be bridged 
if  the employee is rehired and the period of  prior County service exceeded the duration of  
the period of  absence. Service recognition will include prior service recognition for accrued 
leave benefit plans only.   The rehired former employee will still be held to the 90 day waiting 
period to use sick or vacation time. 

3. If  a former full time employee with more than one year’s full time prior service is rehired 
and the duration of  the period of  absence exceeded the period of  prior County service, the 
employee will be considered a new employee and will not be eligible for prior service 
recognition for seniority or accrued leave benefit plan participation purposes.  

Rehire Service Date Adjustment Calculation: When recognition of  prior service is granted, a 
rehired employee’s County service date will be adjusted as shown below. 

Example:   (This full time rehired employee would qualify for bridging because his time not 
employed by the County is less than the time he was employed full time by the County originally.  
This employee would accrue sick and vacation at the 15 year rate instead of  his rehire date accruing 
at the 0-4 year rate. 

JURY DUTY PAY 

Any full-time employee called for jury duty or subpoenaed as a witness in the line of  duty will be 
excused from work upon presentation of  a court notice. The employee's normal pay will be reduced 
by the amount of  hours absent from work serving as a juror or a witness. The combination of  hours 
worked and jury pay is not to exceed the normal hours per week (i.e. 40, 43 or 53).  Jury pay does 
not count towards an employee’s maximum weekly hours for overtime purposes. 

BEREAVEMENT LEAVE 

Full-time benefit eligible employees may take up to three (3) days off  with pay due to the death of  
an immediate family member. For the purpose of  this policy, an immediate family member shall be 
defined as; mother, father, stepmother, step-father, child, step-child, grandchild, grandparent, 
brother, sister, spouse, father-in-law, mother-in- law, sister-in-law, and brother-in-law. 

Enter the Start Date--> 3/26/2001

Enter First Quit Date 4/4/2014

Enter First Re-hired Date 2/16/2015

Adjusted Date 2/7/2002
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Bereavement leave applies to those days the employee would normally have been scheduled to work.   

Bereavement leave does not count towards an employee’s maximum weekly hours for overtime 
purposes. 

  

VOTING 

Gilmer County recognizes that voting is an integral part of  being in a community. In almost all 
cases, you will have sufficient time outside working hours to vote. If  for any reason you think this 
won’t be the case, contact your supervisor to discuss scheduling accommodations.  

  

SICK LEAVE 

Eligibility: All full-time employees shall begin Sick Leave accrual on their first day of  full time 
employment.  Time accrued can be used after successful completion of  introductory period.   

Accrual: Full Time employees shall accrue paid sick leave at the rate of  3.70 per bi-weekly pay for 
40 hour employees, 4.0 hours for 43 hour a week employees and 5.0 hours for a 53 hour a week 
employees per biweekly pay period up to a maximum of  800 hours, at which time excess hours shall 
forfeit. Employees shall accrue leave time only while in "paid service". (i.e. employees on extended 
leave of  absence for any reason shall not accrue leave time until they have returned to paid service).   

Sick leave does not count towards an employee’s maximum weekly hours for overtime purposes. 

Sick Leave must be charged and taken in increments of  no less than one-half  (0.5) hour. 

When at all possible, sick leave should be requested before the scheduled start of  an employee’s 
scheduled start time. Please see call in instructions under Attendance Policy.  Requests shall be made 
to the Supervisor, Department Head or Elected Official. 

Sick leave shall not be payable upon separation from employment. 

Employees who are out sick three (3) or more days (planned or unplanned) should be referred to 
Human Resources.  Human Resources may contact an employee to determine if  leave time is FMLA 
or ADA eligible. 
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Georgia Kin Care - Beginning July 1, 2017, qualifying employees will be entitled to use up to 5 days 
of  paid sick leave  per year to care for the needs of  their immediate family members.  
Immediate family members are defined as; children, spouse, parents, grandparents, grandchildren or 
any person identified as a dependent on the employee's most recent tax return. 

Employees still must use their sick leave in accordance with the terms of  their employer's 
policy and are only entitled to use accrued sick leave. 

COUNTY UNIFORMS POLICY 
Employees engaged in certain tasks while employed with Gilmer County are required to wear 
county-designated uniforms at all times while working and representing Gilmer County. 

Each new employee will receive uniforms upon hire or when their probationary period ends. 

Employees are required to sign for the uniforms, and the uniforms are considered county property 
and are to be returned in the event of  termination of  employment or anytime on demand. 

Upon issue, county uniforms become the responsibility of  the employee for maintenance and care. 
In the event a uniform needs repair or replacement, employees will be required to return the 
uniform in exchange for a replacement. While normal wear and tear is expected, excessive damage 
or loss of  county uniforms may result in Gilmer County deducting the cost of  all willful damage to 
uniforms from the employee’s paycheck. 

Gilmer County may issue new uniforms periodically or require uniforms to be returned for special 
purposes (e.g., logo change, color change). Employees will be given notice of  the exchange, and the 
county will provide suitable replacement uniforms. 

Employees are required to return all issued uniforms upon termination of  employment. If  all issued 
uniforms are not returned, Gilmer County will deduct the cost of  the uniforms from the employee's 
final paycheck.  

If  employees have questions regarding this policy or its implementation, they should contact the 
human resource department or their Department Head. 

NURSING MOTHERS 

Gilmer County provides unpaid, reasonable break time for an employee to express breast milk for 
up to a year after her child's birth. Gilmer County provides a private place other than a bathroom 
where the employee can express breast milk. Please contact Human Resources should you have any 
questions. 

LEAVES OF ABSENCE 

Any employee that is going to be off  work 3 days or more should file for a leave of  absence with the 
Board of  Commissioners Human Resources Director.  
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Family and Medical Leave 
Gilmer County complies with the federal Family and Medical Leave Act (FMLA), which requires 
employers to grant unpaid leaves of  absence to qualified workers for certain medical and family-
related reasons. Please note there are many requirements, qualifications, and exceptions under these 
laws, and each employee’s situation is different. Contact the Human Resources department to 
discuss options for leave.   

Reasons for Taking Leave. Under federal law, unpaid leave may be requested for pregnancy and 
prenatal care; preplacement activities, birth, adoption, or foster placement of  a child; or the serious 
health condition of  a child, spouse, parent, domestic partner, or the employee. State law may have 
additional reasons defined. 

Military Family Leave Entitlements. Under federal law, unpaid leave may also be requested by 
eligible employees who have any qualifying exigency arising out of  the fact that the spouse or a son, 
daughter, parent, domestic partner, or next of  kin of  the employee is on covered active duty (or has 
been notified of  an impending call or order to covered active duty) in the armed forces and may use 
their 12-week entitlement to address certain qualifying circumstances. Qualifying circumstances may 
include deploying on short-notice, attending certain military events, arranging for alternative child 
care and school activities, addressing certain financial and legal arrangements, attending certain 
counseling sessions, engaging in rest and recuperation, and attending post deployment reintegration 
briefings. 

The federal FMLA also includes a special leave entitlement that permits eligible employees to take 
up to 26 weeks of  leave to care for a covered service member during a single 12-month period. This 
leave applies if  the employee is the spouse, son, daughter, parent, domestic partner, or next of  kin 
caring for a covered military service member or veteran recovering from an injury or illness suffered 
while on active duty in the armed forces or that existed before the beginning of  the member’s active 
duty and was aggravated by service or that manifested itself  before or after the member became a 
veteran. 

Leave Designation. If  an employee does not expressly request FMLA leave, the County reserves 
the right to designate a qualifying absence as FMLA leave and will give notice of  the FMLA 
designation to the employee. If  an absence is a qualifying event under FMLA, the leave will run 
concurrent with short-term disability, long-term disability, sick, vacation, workers’ compensation, 
and/or any other leave where permitted by state and federal law. 

Benefits. Under federal law, employers must continue healthcare benefits during FMLA leave as 
though the employees were still at work and must pay the employer’s part of  the premium. The 
employee will continue to be responsible for the employee’s portion of  the premium as well.  

Interaction with Accrued Paid Time Off. FMLA leave, and paid vacation or sick time will run 
concurrently as provided under County policy except where prohibited by state law.  
Job Protection. An employee’s job, or an equivalent job, is protected while the employee is on leave. 
Both federal and applicable state laws require that employees be returned to their positions or to 
another job of  like pay and status at the end of  FMLA leave.   

Note: If  an employee is unable to return to work after the expiration of  federal or state FMLA, an 
extension may be granted if  the condition constitutes a disability under the Americans with 
Disabilities Act (ADA) or in certain workers’ compensation cases.   
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Return-to-Work Policy. When such work is available, the County will attempt to provide an 
employee with a temporary modified or light-duty assignment in accordance with documented 
medical restrictions. 

MILITARY LEAVE (USERRA) 

Gilmer County supports the military obligations of  all employees and grants leaves for uniformed 
service in accordance with applicable federal and state laws. Any employee who needs time off  for 
uniformed service should immediately notify the Human Resources department and his or her 
supervisor, who will provide details regarding the leave. If  an employee is unable to provide notice 
before leaving for uniformed service, a family member should notify the supervisor as soon as 
possible.  

Upon return from military leave, employees will be granted the same seniority, pay, and benefits as if  
they had worked continuously. Failure to report for work within the prescribed time after 
completion of  military service will be considered a voluntary termination. 

All employees who enter military service may accumulate a total absence of  five (5) years and still 
retain employment rights. 

Reserve or National Guard Active Duty: 

Regular, full time and benefits eligible employees going on training exercises will be paid the 
difference between their regular salary and military base pay when their regular salary exceeds the 
military base pay. 

It is not necessary for an employee to be placed on military leave when attending training; however 
the following procedure must be followed: 

The employee must provide a copy of  the Training Orders to the Department Head and HR 
Department. 

Time sheets or time cards must show zero hours for each day on Reserve Duty with "Active 
Training" written across the time sheet. A Personnel Action Request Form should be submitted to 
the HR Department indicating the employee is on Military Training and the date the training is 
scheduled to begin and end. Salaried employees should notify the HR Department by way of  the 
Personnel Action Request Form as well. 

Upon return, the employee must provide a certificate from the Unit Commander, stating the base 
pay received. A copy of  the certificate must be provided to the HR Department which will authorize 
the difference in pay. When Reserve or National Guard duty is anticipated to exceed 90 days, the 
employee will be placed on regular military leave of  absence, effective the day following the last day 
worked. 

EXTENDED LEAVE 

Extended leave can be requested to give employees who need extended leave for reasons of  illness 
or injury a reasonable time to recuperate and recover.  
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Extended Leave Over and Above What FMLA Requires 

If  an employee’s illness or injury requires a leave of  absence for more than 12 weeks, the County 
will, with satisfactory medical evidence, extend an employee’s unpaid leave for an additional 14 
weeks, or a total of  26 weeks in an 18-month rolling period.  

Cost of  Insurance During Extended Leave, Nonaccrual of  Vacation/Sick time 

The employee will be responsible for their cost of  the health insurance premiums or any health 
insurance coverage the employee or the employee’s family receives through the County during this 
extended leave period provided the employee continues to qualify for the insurance benefits, unless 
otherwise provided by law. Insurance benefits can be cancelled for non-payment.  Employees will 
not accrue sick or vacation paid time off  while on extended leave. 

Periodic Reporting During Extended Leave 

While on extended leave, employees are required to report periodically to their Human Resources 
Director, at least every 30 days, regarding the status of  their medical condition and their intent to 
return to work. Employees will be required to provide satisfactory medical evidence 
substantiating their need for continued leave.  

End of  Leave: Reasonable Accommodation, Job-Bidding and Separation as Last Resort 

If  at the end of  the extended leave, an employee is still not able to return to his or her job because 
he or she is unable to perform the job, either with or without reasonable accommodation, due to 
illness or injury, then the County will allow the employee to apply for any unfilled position that the 
employee is qualified for and capable of  performing with or without accommodation. In all events, 
if  an employee is unable to return to either his or her job or an unfilled position that his or she is 
qualified for and capable of  performing, because of  illness or injury for a period of  52 weeks within 
an 18-month rolling period, the employee may be separated from employment. Employees who 
qualify for Long Term Disability at 26 weeks will administratively separate from County employment 
since they will no longer be an employee. 

  
EMPLOYEE ASSISTANCE PROGRAM     

An Employee Assistance Program (EAP) benefit is available for all full-time employees. The EAP is 
designed to assist with everyday situations and questions.   

Blue Cross Blue Shield EAP can be accessed by an employee by calling 1-888-209-7840 and ask for a 
Resource Advisor or go to www.ResourceAdvisor.GreaterGeorgiaLife.com.  Then, log in with the 
program name:  GGLResourceAdvisor.  

Please see the 2018 Employee Benefits Handbook for more detailed information on our EAP 
program. 
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WORKERS COMPENSATION 

Gilmer County Government is committed to the concept that the safety and health of  our 
employees is top priority. We are committed to providing a safe working environment. Each 
employee has the responsibility to understand and observe the rules and procedures when involved 
in a work related accident or injury. Gilmer County Government and all employees have the 
responsibility to fully comply with any and all federal, state, or local laws and regulations intended to 
promote a safe work environment. 

Any employee who sustains an accident/injury on the job must report the incident to their 
Supervisor, Department Head or Elected Official immediately, if  possible, or within 24 
hours of  the accident/injury. The Supervisor or Department Head will immediately notify the 
Human Resources Department and complete a First Report of  Injury. Under Georgia State Law, 
employees are required to use a physician selected from the approved "Panel of  Physicians” 
to render treatment if  necessary. The “Panel of  Physicians” is available to each employee 
and is posted on official County employee bulletin boards. Employees are to obtain 
authorization from the Human Resources Department prior to obtaining treatment, unless the 
circumstances warrant emergency treatment which may be obtained at the nearest hospital 
emergency room. If  emergency room treatment is obtained, any follow up treatment must be 
obtained from one of  the physicians on the official "panel". 

In instances where a work related accident/injury results in time away from work, the injured 
employee may request use of  his/her sick and/or vacation leave to supplement their income while 
the County's workers compensation carrier is processing their claim.  It is the employee's 
responsibility (or their appointed representative) to notify their supervisor and confirm the use of  
sick or vacation leave time usage and to ensure proper timesheet documentation. 

If  your work related accident/injury has resulted in time away from work you must contact the 
Gilmer County Human Resources Department for information on how a workers compensation 
claim is processed and to discuss continued employee benefit status requirements. 

Employee's Responsibility: During the course of  the injury, it is the responsibility of  the injured 
worker to maintain regular communication with the Gilmer County Human Resources Department, 
and their immediate supervisor, to ensure updated information regarding your work status.  

Additionally, upon release to work by the physician, it is the responsibility of  the employee 
to supply proper written documentation to the Gilmer County Human Resources Department and 
to the immediate supervisor. No injured worker shall be authorized to return to work without a 
written work release supplied to the Human Resources Department.  The release must stipulate any 
work restrictions imposed by the treating physician. 

ALL INCIDENTS/INJURIES MUST BE REPORTED TO THE BOARD OF 
COMMISSIONER’S OFFICE WITHIN 24 HOURS AND REQUIRE A SUPERVISOR' S 
SIGNATURE. 

Workers Compensation Billing Information  
CareWorks 
ATTN:  ACCG-GSIWCF 
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2000 Malory Lane, Suite 130-324 
Franklin, TN  37067 

Return to Work Program 

Whenever possible, it is the policy of  Gilmer County Government to implement a return to work 
policy for employees with work related injuries and illnesses who are unable to return to their 
permanent job duties. This program is designed to: (1) Assist the medical recovery process by 
providing a goal for return of  injured employee (2) Benefit employees by allowing them to return to 
working wages as soon as possible. (3) Benefit the employer by reducing workers compensation cost. 

Gilmer County will make every effort to seek return to work opportunities through the use of  
transitional employment for all employees who are temporarily disabled due to an on the job injury/
illness as quickly as medically possible. Transitional employment opportunities will be considered in 
all departments, not just the injured employee's home department. All transitional employment 
duties shall be productive and will provide a service to the county just as their normal work duties 
would. 

WORKPLACE VIOLENCE AWARENESS AND PREVENTION POLICY 

Gilmer County has adopted the following guidelines to deal with threats of  or actual violence that 
may occur on site or offsite during work-related activities. 

The County will not tolerate intimidation, threats, verbal abuse, bullying, physical attacks, or any 
other act of  violence against employees, visitors, customers, county facilities or property.  This 
includes such conduct by anyone on County property, or on a County controlled site in connection 
with County employment or County business.  This zero-tolerance policy also prohibits such 
conduct while not at work if  there is a potential adverse impact on an employee’s ability to perform 
their assigned duties.  This policy provides information which will assist the County with its efforts 
to keep the County free from violence or the threat of  violence. 

Whether perpetrated by or towards an employee, any violence or the threat of  violence is strictly 
prohibited.  A violation of  this policy will lead to an investigation and corrective action up to and 
including a separation from employment or if  applicable, a referral for prosecution. 

Employees should be alert to the possibility of  violence by employees, former employees, 
customers, and visitors; should take seriously any violent act or threat against themselves or others, 
should not attempt to handle a violent or potentially violent incident on their own, and should 
report such acts of  violence or threats as follows: 

Call 911 – Violence or Imminent Violence:  Employees shall call law enforcement immediately if  
employees believe a danger exists or if  a danger is imminent which could cause death or serious 
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physical harm. After calling law enforcement, employees shall notify their supervisor or any 
supervisor, or any on-site security.  In the event of  an emergency, notify the appropriate emergency 
personnel by dialing 9 for an outside line, then dial 911 to activate the medical emergency services. 

Threat of  Violence:  Employees who witness a threat, or receive a threat, or are on a notice of  a 
threat to another; shall immediately notify their supervisor, or any supervisor, or any on-site security. 

Potential Threat:  Employees shall report any behavior that they witness and regard as potentially 
threatening or violent if  it is carried out in connection with County employment or County business 
and shall do so even without a specific threat, and regardless of  the relationship between the 
individual who initiated the behavior and the person being threatened. 

Additional County Contacts:  Employees should report to the Human Resources Director and/or 
Chairman of  the Board of  Commissioners if  unable to contact their supervisor, or on-site security. 

Commitment to Safety 
Protecting the safety of  our employees and visitors is the most important aspect of  running our 
County. 

All employees have the opportunity and responsibility to contribute to a safe work environment by 
using commonsense rules and safe practices and by notifying management when any health or safety 
issues are present. All employees are encouraged to partner with management to ensure maximum 
safety for all. 
EMERGENCY PROCEDURES  

Gilmer County will make every effort to respond to emergency situations in a manner which 
protects employees, visitors, and the public. Procedures have been established for response to 
certain types of  emergencies; details are available from your department head or Gilmer County 
Sheriff ’s Department. Employees should familiarize themselves with those established procedures 
for specific emergency response. The following general guidelines apply to any emergency situation 
which may arise:  

1. All employees must respond to a building evacuation alarm immediately. Each department is 
assigned an area in which employees are to meet once they have evacuated the building. 

2. Each department head should designate a backup area for meeting in the event that the 
primary area is not safe.  

3. All department heads should assign a “captain” for their respective department who will be 
charged with insuring that all employees in their department have evacuated the building. 

4. Once employees have left the building, the captain will account for all employees in their 
department. Employees should notify their department captain that they are exiting the 
building.  

5. Should employees require assistance in exiting the building, they should notify their 
supervisor and department head in advance of  any emergency.  

6. While each department responsible for visitors and others who may be present in a Gilmer 
County building at the time of  an emergency, all employees should be aware of  visitors in 
their respective areas and should assist them in evacuating the building.  

7. In the event of  an evacuation, only emergency response personnel may re-enter the building 
until authorities have signaled that re-entry of  the building may safely be made.  

  47
Approved:              Effective: 06/01/2017 
Updated:             Effective:  07/19/2019 



8. Employees working in departments having employees deployed outside or away from their 
immediate department area should develop emergency procedures to accomplish the intent 
of  this policy. Any employee involved in an emergency situation should notify his/her 
department head immediately. 

NO RECORDING POLICY 

Unauthorized electronic recording or surveillance of  employees is disruptive to employee morale 
and inconsistent with the respectful treatment required of  our employees, elected officials and 
general public. 

The undisclosed use of  tape/digital audio, cell phone, portable recording devices or video recorders 
or other similar devices to record conversations or images between employees, elected officials or 
the general public in the presence of  the person or persons being recorded, or by recording a 
telephone conversation is strictly prohibited.  Secret recordings are strictly prohibited unless 
authorized in writing by legal counsel, or permitted under criminal or Human Resources 
investigations.   

Any violation of  this policy, unless there are substantial mitigating circumstances, will result in 
corrective action up to and including termination of  employment. 

This policy shall not prevent audio or video recording or other type of  electronic recording of  
conferences and meetings where the recording process is approved in writing, obvious and known to 
all participants.  Any knowledge or information regarding audio or video recording should be 
reported to your supervisor, Department Director or the Human Resources Director immediately. 

VIDEO SURVEILLANCE POLICY 

In order to promote the safety of  employees and county visitors, as well as the security of  its 
facilities, Gilmer County may conduct video surveillance of  any portion of  its premises at any time. 
The only exception being private areas of  restrooms, showers, and dressing/lactation rooms, and 
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that video cameras will be positioned in appropriate places within and around Gilmer County offices 
and buildings and used in order to help promote the safety and security of  people and property. 

GEORGIA WHISTLEBLOWER ACT 

To comply with the Georgia Whistleblower Act, Gilmer County encourages employees to report 
information concerning the possible existence of  any activity constituting fraud, waste, and abuse in 
or relating to any program, function, or operation of  Gilmer County.  

In furtherance of  this policy, the County has designated the Board of  Commissioner’s Chairman as 
the individual to receive whistleblower complaints. In addition to the Board of  Commissioner’s 
Chairman, employees may also make complaints to their County Commissioners, Human Resources 
Director or any Elected Official. 
  
The Georgia Whistleblower Act prohibits the discharge, suspension, demotion or any other adverse 
employment action by a public employer against a public employee for disclosing a violation of  or 
noncompliance with a law, rule, or regulation to either a supervisor or government agency, unless the 
disclosure was made with knowledge that the disclosure was false or with reckless disregard for its 
truth or falsity.  

Disclosure of  the identity of  a “whistleblower” employee is prohibited without the employee’s 
written consent, unless the employer determines such disclosure is necessary and unavoidable during 
the course of  the investigation. In such event, the public employee shall be notified in writing at 
least seven (7) days prior to disclosure. 

ID BADGES  
       
Purpose of  the Identification Policy: 

• To accurately identify employees through a uniformed picture ID system. 
• To create a heightened sense of  customer service for the citizens. 
• To promote safety through identification of  employees in County facilities. 

When should my ID badge be worn? 
• Your Identification Badge should be worn while at work. 
• In certain positions, such as Parks workers, or Road workers, it may be permissible for 

employees to wear badges inside clothing to protect from machinery or to prevent restricted 
movement. 

Can I refuse to show someone my ID Badge? 
• No. If  you are conducting County business during business hours or after hours and you are 

asked for your ID, you must readily show your ID Badge to other County employees, 
security personnel or members of  the public when requested to do so. 

How do I receive my ID badge? 
• Badges will be issued to new employees through the Sheriff ’s Office. 

Can I loan my ID badge to someone else? 
• No. Under no circumstance may you allow someone else to wear your badge. 
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• Allowing someone else to use your ID badge under any circumstances is not permissible and 
could result in disciplinary action up to and including discharge. 

• No tampering or disfiguring of  badges is allowed. 

What if  I lose or forget my ID badge? 
• You must contact your supervisor and obtain “temporary” access until such time you find/

replace your missing badge. 

Do  I  return  my  badge upon  termination  of   my employment? 
• Yes. Your ID Badge is the property of  Gilmer County. 
• You must return your ID badge to your supervisor upon termination of  your employment. 

  

INCLEMENT WEATHER  

The Gilmer County Board of  Commissioners shall make decisions regarding the conditions 
affecting the closure of  the County offices in conjunction with the Gilmer County Sheriff ’s 
Department, Gilmer County Fire Department and the Clerk of  the Superior Court (for court 
schedules). 

If  inclement weather or other emergency conditions affecting the County develop during the 
workday, changes to the normal workday hours shall be communicated to all employees through 
their Department Head, Constitutional Officers or Elected Official.  If  such conditions develop 
during the night and warrant a delayed opening or official closure of  the County offices, the 
announcements will be made by the following local media outlets and phone number. 

• WSBTV Channel 2 - Atlanta 
• WLJA Radio FM 101.1 – Ellijay 
• Gilmer County Board of  Commissioners phone number – 706-635-4362 (message #5 

for emergency closing information) 

When an employee is prevented from reporting to work or remaining at work because of  the 
“official closure” it will qualify an employee to be paid via a Board of  Commissioner’s 
Chairman deemed “floating holiday”.  However, absence due to weather or a related emergency 
due to an employee’s personal circumstances, (when the official closure is not in affect), shall be 
charged to the employees available vacation or shall be unpaid if  no vacation time exists. 

Employees who are not scheduled to work during the official closure shall not be compensated in 
any manner unless they are full time and have been approved for vacation or sick leave. 

  50
Approved:              Effective: 06/01/2017 
Updated:             Effective:  07/19/2019 



However, the Constitutional Officers and Elected Officials, at their personal discretion, may permit 
the employee to make-up the time lost from work as long as the make-up hours are completed 
during the same work period. 

Emergency Management 

During and after major emergencies and disasters (such as tornadoes, ice storms, hazardous material 
spills) the residents of  Gilmer County will still expect the County to provide some level of  service; 
therefore, there is an expectation that employees be available for work.  An employee may be 
assigned to; staff  a position in the emergency operation center, augment another department, 
perform normal duties. 

OUTSIDE SECONDARY EMPLOYMENT  

Employment with Gilmer County shall have precedence over other occupational interests of  
employees.  No full time employee may engage in any outside employment for wages or 
commissions, or self-employment, without obtaining prior approval from the Department Head, 
Chairman and/or the Director of  Human Resources as appropriate.  Requests for permission to 
obtain outside employment must be submitted on the “Outside Secondary Employment 
Authorization Form” (available from Human Resources). 

If  outside employment creates a conflict of  interest, the employee will be expected to resign one of  
the positions.  

This policy applies to all full time employees.  Conflicting outside employment shall be grounds for 
termination.  County employees must adhere to the following terms concerning outside 
employment: 

• Such employment shall not interfere with the efficient performance of  the employee’s duties;  

• Outside employment shall not present a conflict of  interest; 

• Outside employment shall not involve the performance of  duties which the employee should 
perform as a part of  their employment with Gilmer County;  

• Outside employment shall not occur during the employee’s regular or assigned working 
hours unless the employee is on vacation, compensatory leave or authorized leave without 
pay;  

• Any approval of  outside secondary employment may be revoked at any time by the 
Department Head/Chairman /Human Resources Director. 

CONFLICT OF INTEREST 
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Conflict of  interest is a real or seeming incompatibility between one's private interests and one's 
public or fiduciary duties.  It is particularly important that Gilmer County employees refrain from 
unfavorable relationships that may be construed as evidence of  favoritism, coercion, unfair 
advantage or collusion.  Whenever an employee is faced with a situation which, in that employee’s 
mind is questionable or problematical with regard to posing a conflict of  interest, that employee is 
encouraged to discuss this matter with their Department Head, who will, in turn refer the matter to 
the Director of  Human Resources.   

The Code of  Georgia, states that public officers and employees will: 

• Uphold the Constitution, laws, and regulations of  the United States, the State of  Georgia, and all 
governments therein and never be a party to their evasion;  

• Never discriminate by the dispensing of  special favors or privileges to anyone, whether or not 
for remuneration; 

• Not engage in any business with the government, either directly or indirectly, which is 
inconsistent with the conscientious performance of  his governmental duties; 

• Never use any information coming to him confidentially in the performance of  governmental 
duties as a means for making private profit; 

• Never solicit, accept, or agree to accept gifts, loans, gratuities, discounts, favors, hospitality, or 
services from any person, association, or County under circumstances from which it could 
reasonably be inferred that a major purpose of  the donor is to influence the performance of  the 
member's official duties; 

• Never accept any economic opportunity under circumstances where he knows or should know 
that there is a substantial possibility that the opportunity is being afforded him with intent to 
influence his conduct in the performance of  his official duties;  

• Never engage in other conduct which is unbecoming to a member or which constitutes a breach 
of  public trust; and 

• Never take any official action with regard to any matter under circumstances in which he knows 
or should know that he has a direct or indirect monetary interest in the subject matter of  such 
matter or in the outcome of  such official action. 

SOLICITATION/DISTRIBUTION 

Employees are prohibited from soliciting for any purpose while on duty or during work hours, 
except such charitable causes that are approved by the Chairman, Elected Official and/or Board. 
Employees are prohibited from soliciting from the public at any time while wearing a County 
uniform or while on County time except when such causes are specifically approved in advance.  
Distribution is not permitted in work areas at any time. 

No solicitation includes collecting money amongst employees to purchase items.  Anything solicited 
in this manner is a violation of  this policy.  All items needed by employees should be requisitioned, 
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purchased through the proper County process and money collected in the form of  a check and 
deposited to accounts receivable to pay for such items. 

POLITICAL ACTIVITY 

All Employees are encouraged to exercise their right to vote. Employees wishing to take part in 
political activities are responsible for complying with applicable federal and state law. Employees are 
prohibited from soliciting or knowingly accepting any campaign contributions in a government 
building or office. Employees are permitted to express their opinions on political subjects and 
candidates and take an active part in political campaigns outside of  work hours. Employees who 
wish to seek public office must comply with applicable federal and state laws. 
CHANGES IN YOUR STATUS 

Gilmer County regularly documents certain personnel changes for its employees.  Such 
documentation provides for an organized manner in which to file and maintain records and offers 
an efficient method for reporting changes as well. We use a Human Resources Information System 
to document changes relating to: Name, Address, Phone Number, Emergency Contacts, and Job 
Related Information.  Additionally, certain information is maintained to accurately reflect your tax 
status in our Payroll records.  Should your personal information change, you are responsible for 
making these changes and must notify your manager immediate so that we can maintain current and 
up-to-date records. 

SEPARATION OF EMPLOYMENT 

Separation of  employment from the County can occur for several different reasons. 

Resignation:  Resigning employees are encouraged to provide two weeks’ notice, preferably in 
writing, to facilitate a smooth transition out of  the organization.  Management reserves the right to 
accept a resignation effective immediately in situations where job or organizational needs warrant 
such action.  If  an employee provides less notice than requested, the County may deem the 
individual to be ineligible for rehire depending on the circumstances regarding the notice given.  An 
employee should submit the letter of  resignation to his or her immediate supervisor and forward a 
copy to Human Resources.  If  an employee changes his or her mind and wishes to continue to work 
after the County has accepted a clear verbal or written notice of  separation from employment, it will 
be up to the Department Manager, Chairman, Elected Official or Board whether or not to allow an 
employee to withdraw the initial notice of  voluntary separation from employment. 

Job Abandonment:  Employees who fail to report to work or contact their supervisor for three (3) 
consecutive workdays shall be considered to have abandoned the job without notice, effective at the 
end of  their normal shift on the third day.  The supervisor shall contact the Human Resources 
department at the expiration of  the third workday for review of  the situation and consideration. 
Dismissal:  Employment is ended by the County.  This includes involuntary termination, eligibility 
for Long Term Disability, Layoff  or Reduction in Force, Position Elimination, and Failure to Return 
of  Leave of  Absence. 

End of  Employment Defined:  An employee’s end of  employment date will be their last day 
worked or the last day of  the approved leave, whichever is later.  An employee may not use accrued 
leave beyond the last day worked in order to receive longevity pay, holiday pay or for any other 
reason.   
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Final Paycheck:  The final paycheck will include payment for accrued vacation leave if  employed 
longer than 90 days.  Employees working less than 90 days will not be paid for vacation. 

RE-EMPLOYMENT 

Re-employment is defined as a former full or part time employee with or without benefits separates 
employment and returns to County employment in a full or part time position with or without 
benefits.   
BREAK IN SERVICE 

A break in service is considered as termination of  employment and/or a move from a position with 
benefits to a position without benefits. 

RETURN OF COUNTY PROPERTY 

Employees separating from employment for any reason must return all County property at the time 
of  separation, including for example (i.e. cell phones, keys, PCs, laptops, tablets and identification/
building access cards). 

TRAINING REPAYMENT POLICY 

Learning is the key to continuous improvement.  Gilmer County encourages employees to pursue 
self-development and expand their educational credentials, professional certifications and licenses 
that support their career and performance with the County.    

Although the County promotes its employees to further their education, certifications and licensing, 
it likewise wants to retain its employees. If  an employee separates voluntarily within two years (24 
months) of  receiving County paid training, education, and/or certifications for any reason other 
than for major health problems of  themselves, their spouse, child or parent certified by a physician, 
or their spouse being transferred by their employer, the employee will be required to reimburse the 
County for all monies paid to obtain any and all licenses, certifications, and educational credentials 
obtained while working for and paid by Gilmer County.  

EXIT INTERVIEWS 

When an employee ends employment with Gilmer County an exit interview will be conducted with 
the Human Resources Department.  The separating employee needs to contact the Human 
Resources department prior to separation to schedule the exit interview.  The interview should be 
no later than the employee’s last day of  work.  

The purpose of  the exit interview is to discuss relevant matters of  concern to the terminating 
employee.  Such matters include: 

• Status of  employee benefits 
• Status of  retirement plan 
• Forwarding address for W-2 
• Any other questions 
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EMPLOYEE ACKNOWLEDGEMENT OF RECEIPT 
OF HUMAN RESOURCES EMPLOYEE HANDBOOK 

The Human Resources Employee Handbook is a reference guide to the privileges, benefits and 
responsibilities that you have as an employee of  Gilmer County. This handbook will help you adapt 
to your job and provide a ready reference for questions that may arise from time to time during your 
employment. We hope you will realize a satisfying and successful future with Gilmer County. Please 
contact your supervisor or the Human Resources Department concerning any questions you may 
have about the information contained in this handbook.  

This handbook is intended for informational purposes. Neither it, nor Gilmer County practices, nor 
other communications create an employment contract or term of  employment.  

This handbook does not contain all the information regarding every employment decision. During 
the course of  your employment, you will receive information through various notices, bulletins 
board postings, as well as orally through your supervisor, Department Head, Human Resources or 
Elected Officials.  

Gilmer County is committed to reviewing its policies, procedures and benefits periodically. 
Accordingly, the policies, procedures and benefits outlined in this handbook are subject to review 
and change by the County at any time.  

========================================================== 
Please acknowledge receipt of  this Employee Handbook by signing below that you have 
received the Gilmer County Human Resources Employee Handbook. It is your 
responsibility to fully review and adhere to the policies and procedures set forth in this 
handbook. 

_________________________________________________  __________________ 
                           Employee Signature                   Date 
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_________________________________________________   
                       Employee Name Printed    
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	Purpose of the Identification Policy:

